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SECTION  1:  INTRODUCTION 


1.1     Definitions  Used  in  the  SAFEPLAN  Program  Manual 

For  the  purposes  of  this  manual  the  following  terms  shall  be  defined  as  follows: 

A.  Client 

A  client  is  anyone  who  is  a  victim  of  domestic  violence  seeking  the 
services  of  the  SAFEPLAN  program  and  who  may  be  eligible  for 
protection  under  M.G.L.  C.  209A.  Services  are  provided  to  clients  unless 
otherwise  prohibited  by  a  funding  source  or  a  conflict  of  interest  policy. 

B.  Collaboration 

Collaboration  is  the  act  of  two  or  more  agencies  or  individuals  coming 
together  to  work  in  cooperation  with  each  other  to  implement  the 
SAFEPLAN  program  and/or  to  meet  the  needs  of  victims  of  domestic 
violence. 

C.  Court  Advocacy 

Advocacy  is  the  act  or  process  of  supporting  or  pleading  the  interests  of 
oneself,  another  person,  or  a  cause.  Court  advocacy  refers  specifically  to 
providing  assistance,  support  or  pleas  for  clients  in  any  court  where  a 
protective  order  is  sought.  As  a  key  element  of  a  coordinated  community 
response  that  addresses  the  needs  of  domestic  violence  victims,  court 
advocacy  may  include: 

■  Support  in  order  to  navigate  the  court  system;  and 

■  Information  to  learn  how  the  system  works,  including  its  rules, 
structures,  procedures,  and  limitations. 

D.  Host  Program 

Host  programs  are  nonprofit  community-based  agencies  that  are 
designated  to  provide  a  range  of  services  through  the  SAFEPLAN 
program  to  victims  of  domestic  violence.  Host  programs  contract  with  the 
Massachusetts  Office  for  Victim  Assistance  to  employ  the  SAFEPLAN 
senior  advocates  and/or  advocates  and  volunteers  for  their  geographical 
location. 

E.  Massachusetts  Office  for  Victim  Assistance  (MOVA) 

The  Massachusetts  Office  for  Victim  Assistance  is  the  state  agency 
mandated  to  assist  and  advocate  for  victims  of  crime.  MOVA  represents 
the  interests  of  crime  victims  while  working  in  cooperation  with  other  state 
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agencies,  service  providers,  the  criminal  justice  system,  the  legislature 
and  the  federal  government.  As  the  founding  agency  of  the  SAFEPLAN 
program,  MOVA  is  designated  by  the  legislature  to  manage  and  oversee 
the  SAFEPLAN  program.  MOVA  is  governed  by  the  Victim  and  Witness 
Assistance  Board,  which  has  the  full  legal  responsibility  to  make  all 
SAFEPLAN  program  decisions. 

F.  Memorandum  of  Understanding 

A  Memorandum  of  Understanding  is  a  document  that  establishes  a 
formalized  agreement  regarding  the  specific  operation  of  the  SAFEPLAN 
program  between  two  or  more  parties. 

G.  SAFEPLAN  Advocate 

A  SAFEPLAN  advocate  is  a  SAFEPLAN  trained  and  certified  employee  of 
a  SAFEPLAN  host  program  who  provides  court-based  advocacy  services 
to  victims  of  domestic  violence.  SAFEPLAN  advocates  provide 
confidential  and  comprehensive  direct  services  to  victims  who  come  to 
court  seeking  protection  from  abuse. 

H.  SAFEPLAN  Intern 

A  SAFEPLAN  intern  is  a  SAFEPLAN  trained  and  certified  volunteer  who 
provides  court-based  advocacy  services  to  victims  of  domestic  violence. 
SAFEPLAN  interns  provide  confidential  and  comprehensive  direct 
services  to  victims  who  come  to  court  seeking  protection  from  abuse. 
Interns  may  or  may  not  be  paid  for  their  services,  their  length  of  service  is 
usually  short-term  and  they  are  affiliated  with  a  school. 

I.  SAFEPLAN  Senior  Advocate 

A  SAFEPLAN  senior  advocate  is  a  SAFEPLAN  trained  and  certified 
employee  of  a  SAFEPLAN  host  program  who  provides  court-based 
advocacy  services  to  victims  of  domestic  violence.  SAFEPLAN  senior 
advocates  provide  confidential  and  comprehensive  direct  services  to 
victims  who  come  to  court  seeking  protection  from  abuse.  Additionally, 
senior  advocates  supervise  the  direct  service  activities  of  the  advocates. 

J.       SAFEPLAN  Regional  Coordinator  (SRC) 

A  SAFEPLAN  regional  coordinator  is  a  SAFEPLAN  trained  and  certified 
employee  of  MOVA  who  provides  regional  coordination  and  management 
of  the  SAFEPLAN  program.  Among  other  duties,  SRCs  coordinate 
training  for  new  advocates,  oversee  the  court  coverage  for  advocates  in 
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their  region,  and  collaborate  with  allied  victim  services  professionals  to 
assure  implementation  of  SAFEPLAN  services. 

K.      SAFEPLAN  Volunteer 

A  SAFEPLAN  volunteer  is  a  SAFEPLAN  trained  and  certified  volunteer 
who  provides  court-based  advocacy  services  to  victims  of  domestic 
violence.  SAFEPLAN  volunteers  provide  confidential  and  comprehensive 
direct  services  to  victims  who  come  to  court  seeking  protection  from 
abuse.  Volunteers  are  not  paid  for  their  services. 

L.      Victim  Witness  Advocate 

A  Victim  Witness  Advocate  is  a  trained  employee  of  the  District  Attorney's 
Office  who  provides  court-based  services  to  crime  victims  during  the 
criminal  proceedings  of  the  case  involving  them.  These  advocates  are 
mandated  to  afford  certain  rights  and  services  to  crime  victims  as  defined 
in  the  Massachusetts  Victim  Bill  of  Rights  (M.G.L.  c.  258B,  S.  3). 

M.      Victim  and  Witness  Assistance  Board  (VWAB) 

The  Victim  and  Witness  Assistance  Board  is  the  governing  body  of  the 
Massachusetts  Office  for  Victim  Assistance.  The  VWAB  is  dedicated  to 
advancing  the  rights  of  crime  victims  and  improving  services  to  them 
throughout  the  Commonwealth.  Toward  that  end,  the  VWAB  sets  policy 
on  a  range  of  victim  issues  and  also  administers  the  federal  Victims  of 
Crime  Act  of  1984  (VOCA)  Victim  Assistance  Grant  in  Massachusetts. 
The  VWAB  consists  of  the  Attorney  General  of  Massachusetts  (chair),  two 
district  attorneys  and  two  victim/public  members.  All  VWAB  members 
serve  without  compensation. 

Authority  and  Scope 

This  SAFEPLAN  program  manual  sets  forth  the  requirements  of  the  SAFEPLAN 
program.  All  participants  in  the  SAFEPLAN  program  must  agree  to  adhere  to  the 
requirements  herein.  When  necessary,  MOVA  may  place  special  contractual 
conditions  upon  a  SAFEPLAN  program  that  are  not  specifically  articulated  in  this 
manual.  MOVA  and  the  VWAB  reserve  the  right  to  make  final  decisions 
regarding  the  content  of  the  manual.  MOVA  will  give  notice  to  all  affected 
parties  of  intent  to  change  the  program  manual.  MOVA  will  also  give  an 
opportunity  for  programs  to  give  input  if  the  program  manual  is  to  be  changed. 
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1.3  Purpose  and  Goals  of  Program  Standards 

1.  To  promote  an  understanding  of  and  commitment  to  the  importance  of 
uncompromised  safety  for  victims  and  SAFEPLAN  staff. 

2.  To  ensure  that  the  SAFEPLAN  program  provides  consistency  in  the  high 
quality  of  comprehensive  and  coordinated  services  to  victims  of  domestic 
violence  throughout  the  state. 

3.  To  define  the  roles,  responsibilities,  legal  and  programmatic  requirements, 
and  expectations  and  limitations  of  the  SRCs,  advocates,  senior 
advocates,  volunteers,  MOVA,  SAFEPLAN  host  programs,  district 
attorney's  offices  and  others. 

4.  To  insure  program  accountability,  training  and  certification,  plus 
supervision  standards  in  implementing  and  operating  the  SAFEPLAN 
program. 

5.  To  successfully  integrate  the  SAFEPLAN  program  and  advocates  with  the 
host  programs,  district  attorneys'  offices,  courts  and  other  allied  criminal 
justice  agencies. 

6.  To  delineate  clear  lines  of  communication,  authority  and  direction  with 
respect  to  SAFEPLAN  or  the  implementation  of  SAFEPLAN. 

7.  To  provide  a  vehicle  for  conflict  resolution  and  non-compliance  with 
program  standards. 

1.4  What  is  SAFEPLAN? 

SAFEPLAN  (Safety  Assistance  For  Every  Person  Leaving  Abuse  Now)  is  a 
partnership  program  between  MOVA  and  local  domestic  violence  programs. 
SAFEPLAN  works  in  collaboration  with  district  attorneys'  offices  and  other  allied 
criminal  justice  and  social  service  agencies.  SAFEPLAN  provides  specially 
trained  and  certified  advocates  to  offer  court  advocacy  and  supportive  services  to 
victims  of  domestic  violence  who  are  seeking  intervention  and  protection  through 
the  court  system.  SAFEPLAN  advocates  are  based  in  district  and  probate  courts 
throughout  the  Commonwealth. 

1.5  SAFEPLAN  History 

The  neecj  for  SAFEPLAN  was  realized  after  a  1993  Massachusetts  study  on  the 
status  of  court  advocacy  for  persons  seeking  209A  protective  orders.  This  study 
surveyed  all  courts  throughout  the  Commonwealth  on  the  availability  of  such 
advocacy.  The  study  found  that  court, advocacy  for  domestic  violence  victims 
was  not  consistent  throughout  the  state  and  that  two-thirds  of  the  courts  did  not 
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have  full  time  advocates  to  provide  services  for  victims  seeking  209A  protective 
orders.  SAFEPLAN  was  created  in  response  to  this  gap,  to  provide  specially 
trained  advocates  who  deliver  consistent  services  to  domestic  violence  victims. 

SAFEPLAN  began  as  a  pilot  project  in  Hampshire  County.  The  location  of  the 
pilot  was  chosen  to  offer  diversity  in  setting  and  service  population.  The  pilot  site 
in  Hampshire  County  allowed  SAFEPLAN  to  gain  experience  with  the  special 
issues  and  problems  posed  in  both  Probate  and  Family  Court  and  District  Court. 
The  success  of  the  Hampshire  County  Pilot  Program  led  to  expansion  of 
SAFEPLAN  in  other  areas.  Currently,  SAFEPLAN  exists  in  Barnstable, 
Berkshire,  Hampshire,  Franklin,  Hampden,  Worcester,  Plymouth  and  Bristol 
Counties. 

Sources  of  Funding  for  SAFEPLAN 

A.  State  Appropriation 

MOVA  receives  funding  for  the  SAFEPLAN  program  directly  from  the 
Massachusetts  legislature  for  SAFEPLAN  services,  line  item  #0840-0101. 
The  state  appropriation  pays  the  salaries  for  the  SRCs  and  for  certain 
advocates  in  district  and  probate  courts.  MOVA  contracts  with 
SAFEPLAN  host  programs  for  the  advocate  positions. 

B.  Federal  Sources 

1.  Victims  of  Crime  Act  (VOCA)  -  MOVA  receives  a  VOCA  award 
from  the  federal  government.  VOCA  funding  pays  for  direct 
services  personnel  and  other  related  costs  of  SAFEPLAN 
advocates.  Host  programs  submit  applications  for  direct  service 
SAFEPLAN  advocate  positions  and  enter  into  contracts  with 
MOVA. 

2.  Violence  Against  Women  Act  (VAWA)  -  The  Executive  Office  of 
Public  Safety  administers  federal  VAWA  funding  which  pays  for 
numerous  advocate  positions.  MOVA  and  the  host  programs 
submit  co-applications  to  the  Executive  Office  of  Public  Safety  for 
SAFEPLAN  services.  Host  programs  enter  into  sub-contracts  with 
MOVA  for  SAFEPLAN  services. 

3.  Edward  J.  Byrne  Memorial  Grant  -  The  Byrne  Grant  Program 
provides  funding  to  MOVA  for  personnel  and  operational  expenses 
of  the  SAFEPLAN  program.  The  Byrne  Grant  Program  is 
administered  by  the  Executive  Office  of  Public  Safety. 

C.  Private  and  Other  Sources  (Mass.  Bar,  United  Way,  etc..) 

Some  host  programs  may  receive  funds  for  SAFEPLAN  services  from 
sources  other  than  those  listed  above.  Host  programs  directly  inform  and 
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obtain  approval  from  MOVA  of  any  funding  applications  to  such  sources 
for  SAFEPLAN  services.  Host  programs  receiving  funding  for  SAFEPLAN 
services  from  private  and  other  sources  must  operate  in  accordance  with 
this  program  manual. 

1.7  SAFEPLAN  Mission  Statement 

SAFEPLAN  is  built  on  the  idea  that  court  advocacy  for  domestic  violence  victims 
is  critical  when  victims  are  seeking  to  obtain  a  protective  order  and/or  leaving  an 
abusive  situation.  The  mission  of  SAFEPLAN  Program  is  to  provide  a  statewide 
system  of  court  advocacy  for  victims  of  domestic  violence  considering  a  209A 
restraining  order.  SAFEPLAN  believes  in  working  in  close  collaboration  with  local 
battered  women's  service  organizations,  district  attorney's  offices,  law  schools, 
legal  services,  batterer  intervention  programs,  rape  crisis  centers,  mental  health 
clinics,  law  enforcement,  court  personnel  and  others. 

1.8  SAFEPLAN  Organizational  Design 

The  concept  for  the  SAFEPLAN  structure  is  best  thought  of  in  terms  of  a 
pyramid. 

A.      Base  Level 

The  broad  base  of  the  SAFEPLAN  pyramid  is  a  statewide  network  of  court 
based  domestic  violence  advocates.  Advocates  are  stationed  at  the  courts 
to  meet  victims  to  provide  assistance  with  information  about  the  court 
process,  referrals  to  community  support  services,  and  safety  planning. 
The  SAFEPLAN  advocates  are  employees  of  domestic  violence 
programs.  In  addition  to  a  team  of  advocates,  each  region  has  a  senior 
advocate  who  provides  supervision  of  the  advocates'  direct  service 
activities.  While  adhering  to  SAFEPLAN  program  guidelines  and 
standards,  the  senior  advocates  and  advocates  communicate  regularly 
with  the  SRC  but  report  to  the  Executive  Director  of  the  battered  women's 
agency  that  employs  them. 

The  broad  base  of  the  pyramid  is  the  portion  of  the  organizational 
structure  that  provides  direct  services  to  SAFEPLAN  clients.  The 
communications  that  the  SRCs  have  with  the  senior  advocates, 
advocates,  volunteers  and  interns  are  generally  programmatic  or 
administrative  in  nature  and  pertain  to  the  day-to-day  operations  of  the 
SAFEPLAN  program. 
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B.      Middle  Level 


The  middle  tier  of  the  organizational  pyramid  is  a  statewide  network  of 
SAFEPLAN  Regional  Coordinators.  SRCs  are  responsible  for  regional 
program  coordination,  management,  administration  and  oversight,  training 
and  certification  for  advocates,  public  awareness,  community  education 
training  and  the  implementation  of  systems  for  communication  among  the 
various  community  and  criminal  justice  based  agencies.  The  SRCs  are 
employees  of  MOVA  and  communicate  regularly  with  the  advocates,  the 
senior  advocates,  the  battered  women's  programs,  the  district  attorney's 
office,  criminal  justice  and  law  enforcement  personnel  and  MOVA. 

Also  in  the  middle  tier  are  the  district  attorney's  offices,  the  courts,  the 
Regional  Advisory  Committees,  the  Statewide  Advisory  Committee  and 
the  various  SAFEPLAN  funding  sources.  These  other  components  of  the 
SAFEPLAN  organizational  structure  provide  support  to  the  SRCs,  senior 
advocates,  advocates  and  volunteers. 

C.      Third  Level 

The  peak  of  the  pyramid  is  statewide  management  of  SAFEPLAN  by  the 
Program  Manager  (FVPSM)  at  MOVA.  The  FVPSM  collects  and  analyzes 
SAFEPLAN  statistics,  oversees  and  supervises  the  work  of  the  SRCs, 
reports  to  the  various  funding  sources,  standardizes  and  monitors  the 
training  and  certification  of  SAFEPLAN  advocates  and  pursues  avenues 
for  additional  funding  as  needed.  The  FVPSM  reports  to  the  Executive 
Director  and  ultimately  to  the  VWAB  that  governs  MOVA  and  its  activities. 
SEE  DIAGRAM  NEXT  PAGE 
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1.9     Empowerment  Model 


SAFEPLAN  operates  under  a  philosophy  of  empowerment.  All  clients  who 
receive  SAFEPU\N  services  do  so  in  a  manner  consistent  with  this  philosophy. 
The  empowerment  model  strives  to  increase  self-respect  and  self-esteem,  and 
decrease  self-blame  of  victims  of  domestic  violence  in  order  to  help  victims  make 
plans  for  their  safety  and  healing.  Victims  are  empowered  when  their 
experiences  are  validated;  when  their  strengths  are  built  upon;  when  they  are 
informed  of  the  options,  legal  rights  and  services  available  to  them;  and  when 
their  rights  to  make  their  own  decisions  are  respected  and  supported. 

1.10    SAFEPLAN  Training  and  Certification 

A.      Receiving  Training  and  Certification 

Once  all  pertinent  levels  of  training  are  successfully  completed,  all 
individuals  will  receive  a  document  that  indicates  their  level  of  training. 
Their  level  of  certification  will  be  documented  within  the  SAFEPLAN 
database  at  the  MOVA. 

1.  Level  One  -  Education 

This  training  requires  that  an  individual  participate  in  24  hours  of 
SAFEPLAN  training.  Level  one  training  does  not  qualify  an 
individual  to  be  a  SAFEPLAN  advocate  and  offer  court  advocacy 
services  to  clients  under  the  SAFEPLAN  program.  Level  one  is 
designed  for  individuals  who  choose  to  take  the  SAFEPLAN 
training  for  educational  purposes.  This  level  of  certification  is  valid 
for  two  years. 

2.  Level  Two  -  Volunteers  and  Interns 

This  training  and  certification  is  intended  for  SAFEPLAN  volunteers 
and  interns.  Volunteers  and  interns  will  complete  the  volunteer 
training  offered  by  the  SAFEPLAN  host  program,  the  24  hours  of 
SAFEPLAN  training  and  will  have  on-site  supervision  by  a 
SAFEPLAN  senior  advocate.  Volunteers  and  interns  must 
complete  24  hours  of  shadowing  level  three  certified  personnel 
before  they  begin  working  on  their  own.  Both  the  SRC  and  the  host 
program  must  screen  volunteers  and  interns.  This  level  of 
certification  is  valid  for  two  years  and  may  be  renewed  by  attending 
in-service  training  approved  by  the  host  program  and  the  SRC. 
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3.       Level  Three  -  Staff 


This  level  of  training  and  certification  is  intended  for  full-time  and 
part-time  SAFEPLAN  advocates.  This  training  and  certification 
requires  individuals  complete  the  volunteer  training  on  domestic 
violence  offered  by  the  SAFEPLAN  host  program,  the  24  hours  of 
SAFEPLAN  training,  and  any  other  trainings  required  for  host 
program  employees.  Individuals  who  are  level  three  certified  will 
complete  24  hours  of  shadowing  a  previously  certified  level  three  or 
four  employee.  Advocates  will  receive  close  supervision  by  level 
four  personnel  during  the  first  weeks  of  service.  Individuals  must 
maintain  the  certification  through  12  hours  of  in-service  trainings 
per  year.  Advocates  who  are  level  three  trained  and  certified  will 
be  required  to  carry  a  SAFEPLAN  identification  card  with  them  at 
all  times  they  are  performing  SAFEPLAN  related  duties. 

4.       Level  Four  -  Supervisory  Staff 

This  level  of  training  is  intended  for  SAFEPLAN  senior  advocates. 
This  training  and  certification  requires  all  the  components  of  level 
three.  Additionally,  level  four  training  and  certification  requires  that 
individuals  receive  training  from  the  SRC  and  host  program  in 
personnel  management  and  supervision.  Individuals  must  maintain 
the  certification  through  12  hours  of  in-service  trainings.  Advocates 
who  are  level  four  trained  and  certified  will  be  required  to  carry  a 
SAFEPLAN  identification  card  with  them  at  all  times  they  are 
performing  SAFEPLAN  related  duties. 


Excellent  performance  evaluations  and  a  recommendation  for 
advancement  must  precede  training  for  the  next  level  of 
certification. 


B.  Maintaining  Training  Certification 

Level  three  and  level  four  advocates  must  complete  12  hours  of  in-service 
training  per  year.  In-service  trainings  may  be  conducted  by  the  host 
program,  the  SRC  or  another  SAFEPLAN  approved  trainer.  The  topics  of 
an  in-service  training  must  relate  to  the  duties  performed  by  the  advocate. 

C.  Training  Curriculum 

The  SAFEPLAN  training  curriculum  is  established  by  MOVA  and  the 
statewide  SAFEPLAN  advisory  committee.  SRCs  facilitate  all  trainings  on 
a  regional  level.  All  training  participants  will  receive  a  copy  of  the  training 
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manual.  The  FVPSM  will  regularly  update  the  training  manual  in 
collaboration  with  the  statewide  advisory  committee. 

1.1 1  Evaluation  of  the  SAFEPLAN  Program 

It  is  the  responsibility  of  the  FVPSM  to  periodically  evaluate  the  SAFEPLAN 
program.  The  FVPSM  may  evaluate  the  program  through  surveys  received  from 
clients,  court  personnel,  district  attorney's  office  personnel  or  other  professionals 
affiliated  with  the  local  program. 

1.12  Conflict  Resolution  Procedure 

A.  Purpose 

The  purpose  of  this  conflict  resolution  procedure  is  to  resolve  SAFEPLAN 
disputes  in  a  fair  and  expeditious  manner.  SAFEPLAN  staff  may  initiate 
this  process  after  they  have  utilized  the  host  program's  internal 
procedures  for  conflict  resolution. 

B.  Availability 

The  conflict  resolution  procedure  is  available  to  all  SAFEPLAN  staff, 
volunteers,  interns,  host  programs,  SRCs  or  other  MOVA  staff. 

C.  Disputes  Covered  by  Conflict  Resolution  Procedure 

Disputes  brought  under  this  procedure  can  only  be  disputes  that  concern 
specific  SAFEPLAN  polices  and  procedures  outlined  in  this  manual. 
SAFEPLAN  related  disputes  include,  but  are  not  limited  to: 

■  violations  of  program  manual  guidelines 

■  conflicts  in  the  interpretation  of  the  manual 

■  lack  of  contract  compliance 

■  violations  of  a  Memorandum  of  Understanding 

MOVA  reserves  the  right  to  determine  if  other  disputes  not  cited  above  are 
legitimate  and  available  for  resolution  under  this  procedure. 

D.  Dispute  Process 

1.       Informal  Resolution 

Whenever  possible,  attempts  should  be  made  to  resolve  any 
problems  or  disputes  without  the  involvement  of  the  formal  process. 
Parties  to  the  dispute  shall  meet  with  each  other,  individually  or  in  a 
group  with  others  directly  or  indirectly  involved  to  attempt  to  resolve 

the  dispute. 
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2.       Formal  Dispute  Process 


When  disputes  cannot  be  resolved  through  the  informal  process 
parties  may  bring  disputes  forward  through  the  formal  process. 

a.  Deadline  for  Filing  a  Dispute 

Disputes  should  be  filed  as  soon  as  possible  after  the  date  of 
the  alleged  occurrence.  Disputes  must  be  filed  within  60 
days  of  the  incident.  Disputes  alleging  fraud  or  criminal 
activity  must  be  reported  immediately  to  the  Executive 
Director  of  MOVA  or  his/her  designee. 

b.  Content  of  Dispute 

A  written  statement,  outlining  specific  details  of  concern  or 
conflict,  must  be  prepared  and  submitted  to  the  Executive 
Director  of  MOVA.  The  statement  must  include: 

■  The  names  of  the  parties  involved; 

■  The  nature  of  the  dispute; 

■  Policy  or  procedure  involved; 

■  Ideas  for  resolution  of  the  problem; 

■  The  date(s)  of  the  incident(s); 

■  The  names  of  any  indirect  parties; 

■  The  steps  taken  to  resolve  the  situation;  and 

■  The  relief  being  sought. 

c.  Review  of  Dispute 

The  written  dispute  must  be  submitted  to  the  Executive 
Director  of  MOVA.  The  Executive  Director  of  MOVA  or 
his/her  designee  shall  meet  with  the  petitioner  within  90  days 
following  its  receipt.  The  Executive  Director  of  MOVA  or 
his/her  designee  will  discuss  the  dispute  and  meet  with  all 
parties  involved  in  the  dispute  jointly  and/or  individually.  He 
or  she  may  discuss  the  dispute  with  any  indirect  parties 
involved  or  having  knowledge  of  the  dispute.  The  Executive 
Director  of  MOVA  may  consult  with  the  VWAB  in  seeking 
resolution  of  cases  during  in  executive  session,  and  shall 
render  a  written  decision  on  the  dispute  within  90  days. 
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1.13    Equal  Opportunity 


The  SAFEPLAN  program  will  not  discriminate  against  any  individual  because  of 
race,  color,  creed,  national  origin,  sex,  age,  handicap  or  sexual  orientation. 
SAFEPLAN  maintains  a  policy  of  nondiscrimination  with  potential  employees, 
paid  staff,  volunteers,  interns  and  services  to  clients  with  regards  to 
compensation,  termination  and  disciplinary  action.  No  aspect  of  an  individual's 
service  with  SAFEPLAN  will  be  influenced  in  any  manner  by  race,  color,  religion, 
sexual  orientation,  gender,  national  origin,  age,  disability,  political  affiliation  or 
belief,  marital  status,  veteran's  status,  or  any  other  basis  prohibited  by  statute. 
SAFEPLAN  and  all  host  programs  must  provide  reasonable  accommodation  to 
any  qualified  person  with  a  disability. 

1.14  Waivers 

A  SAFEPLAN  host  program  may  seek  a  written  waiver  from  the  Executive 
Director  of  MOVA  to  excuse  them  or  any  advocates  from  specifically  complying 
with  the  policies  and  procedures  outlined  in  the  program  manual.  The  waiver 
must  document  the  specific  policy  the  host  program  is  seeking  to  be  excused 
from,  the  reasons  for  the  waiver,  the  dates  the  waiver  will  last  and  what  actions 
will  be  taken  instead.  MOVA  reserves  the  right  to  deny  any  waiver  requests. 
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SECTION  2:  MASSACHUSETTS  OFFICE  FOR  VICTIM 
ASSISTANCE  (MOVA)  AND  THE  SAFEPLAN  PROGRAM 

2.1  Massachusetts  Office  for  Victim  Assistance 

The  Massachusetts  Office  for  Victim  Assistance  is  an  independent  state  agency 
mandated  and  dedicated  to  assisting  victims  of  crime  through  advocacy, 
legislation,  public  policy,  grant  administration,  direct  services,  training,  education 
and  outreach.  The  SAFEPLAN  program  is  a  victim  services  program  created  by 
MOVA.  MOVA  is  authorized  by  the  Massachusetts  legislature  to  oversee  the 
SAFEPLAN  program.  In  addition,  MOVA  can  effectively  serve  as  a  liaison 
between  the  host  programs,  the  district  attorney's  offices  and  the  court 
administration. 

2.2  Family  Violence  Project/SAFEPLAN  Manager  (FVPSM) 

A.  Objective 

The  objective  of  the  FVPSM  is  to  provide  general  program  oversight  for 
the  SAFEPLAN  program  on  a  statewide  level.  The  FVPSM  ensures  that 
delivery  of  SAFEPLAN  services  occurs  in  a  manner  consistent  with  the 
program  manual.  The  FVPSM  accomplishes  this  in  part  through  the 
supervision  of  the  SRCs. 

B.  Job  Requirements 

■  Bachelor's  degree  in  relevant  field  (master's  level  degree  preferred); 

■  Thorough  knowledge  of  dynamics  of  domestic  violence; 

■  Experience  with  legal  issues  surrounding  domestic  violence,  in  court 
advocacy  experience  preferred; 

■  Grant  writing  and  grant  management  experience; 

■  Experience  supervising  and  managing  employees; 

■  Excellent  oral  and  written  communication  skills;  and 

■  Valid  driver's  license. 

C.  Roles  and  Responsibilities 

1.       General  Responsibilities 

■  Ensuring  that  the  SRCs,  host  programs  and  advocates  are  in 
compliance  with  the  program  standards  set  forth  by  the  program 
manual; 

■  Keeping  the  Executive  Director  of  MOVA  and  the  VWAB 
informed  of  the  general  progress  of  the  SAFEPLAN  program; 

■  Working  with  the  district  attorney's  offices,  battered  women's 
services  providers,  other  state  agencies  and  the  legislature  to 
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enhance  services,  policies,  rights  and  funding  for  victims  of 
domestic  violence;  and 

■  Facilitating  the  Statewide  Advisory  Committee  meetings. 

2.  Providing  Supervision  and  Support  to  the  SRCs 

■  Holding  and  facilitating  monthly  SRC  group  meetings  for  SRCs 
to  discuss  regional  program  implementation; 

■  Meeting  individually  with  each  SRC  to  provide  direct  supervision 
of  the  SRCs  activities; 

■  Conducting  performance  evaluations  of  each  SRC  twice  per 
year;  and 

■  Conducting  site  visits  with  each  SRC  at  least  twice  per  year. 

3.  Ensuring  Funding  for  SAFEPLAN  Services 

■  Distributing  the  request  for  responses  for  state  appropriation 
funding,  in  compliance  with  guidelines  established  by  the  state; 

■  Reviewing  the  state  appropriation  and  VOCA  applications  and 
making  recommendations  for  funding; 

■  Working  with  host  programs  in  submitting  a  co-application  to  the 
Executive  Office  of  Public  Safety  for  VAWA  funding; 

■  Drafting  the  annual  application  to  the  Executive  Office  of  Public 
Safety  for  Byrne  funding; 

■  Complying  with  any  funding  requirement  set  forth  by  the  various 
funding  sources; 

■  Advocating  the  necessity  for  current  and  additional  funding  as 
needed;  and 

■  Completing  all  necessary  quarterly  or  annual  reports  to  funding 
sources. 

4.  Providing  Support  to  SAFEPLAN  Host  Programs 

■  Distributing  the  SAFEPLAN  program  manual; 

■  Creating,  distributing  and  updating  SAFEPLAN  brochures;  and 

■  Offering  technical  assistance  with  regards  to  implementation  of 
SAFEPLAN  services. 

5.  Monitoring  the  Training  and  Certification  Process 

■  Updating   and   maintaining   the   database   that  documents 
individuals  who  have  completed  the  SAFEPLAN  training; 

■  Distributing  certificates  to  individuals  who  have  completed  the 
training; 

■  Monitoring  the  standardization  of  SAFEPLAN  trainings  across 
the  state;  and 
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■    Updating  the  training  manual  as  needed. 


2.3  SAFEPLAN  Regional  Coordinators 

The  SAFEPLAN  Regional  Coordinators  are  charged  with  enhancing  the 
collaborative  community  approach  upon  which  the  effectiveness  of  SAFEPLAN 
rests.  Therefore,  the  SRCs  are  responsible  for  this  as  well  as  for  overall  program 
compliance  and  oversight  on  a  regional  level.  (See  section  5) 

2.4  Victim  and  Witness  Assistance  Board 

As  the  governing  body  of  MOVA,  the  Victim  and  Witness  Assistance  Board  must 
approve  the  contents  of  this  Program  Manual  and  any  other  major  program 
changes,  including,  but  not  limited  to,  hiring  a  new  FVPSM  or  SRC. 

2.5  Collaboration 

MOVA  must  collaborate  with  host  programs  and  other  programs  that  provide 
services  to  victims  of  domestic  violence  to  determine  how  the  needs  of  domestic 
violence  victims  can  be  best  met  through  the  SAFEPLAN  program. 
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SECTION  3:  SAFEPLAN  ADVISORY  COMMITTEES 


3.1  Statewide  Advisory  Committee 

A.  Committee  Membership 

■  MOVA  representatives  (2) 

■  Executive  Directors  or  Program  Directors  of  Host  Programs  (4) 

■  Victim  Witness  Directors  (2) 

■  Jane  Doe  Representative  (1) 

■  SAFEPLAN  Regional  Coordinators  (6) 

■  SAFEPU\N  Advocates  (2) 

B.  Purpose,  Mission  and  Goals 

The  Statewide  SAFEPLAN  Advisory  Committee  will  work  to  assist  SRCs 
and  SAFEPLAN  host  programs  with  issues  that  arise  in  the  course  of 
implementing  the  Program  Manual  and/or  providing  services  for  victims  of 
domestic  violence.  This  committee  is  not  intended  to  be  used  as  a  means 
to  resolve  disputes  outlined  in  section  1.12.  The  advisory  committee  was 
created  to  establish  a  diverse  collaborative  process  by  which 
enhancements  to  the  SAFEPLAN  program  would  be  made.  Meetings 
shall  be  held  quarterly  unless  the  advisory  committee  needs  to  accomplish 
a  specific  task. 

C.  Roles  and  Responsibilities 

1.  To  oversee  and  advise  on  general  program  implementation  of  new 
systems. 

2.  To  draft  the  program  manual. 

3.  To  make  changes  to  the  program  manual. 

4.  To  make  changes  to  the  training  manual. 

5.  To  make  changes  to  the  certification  process. 

3.2  Regional  Committee 

A.      Recommended  Committee  Membership 

•  SAFEPLAN  Regional  Coordinator 

•  SAFEPLAN  Senior  Advocates 

•  Executive    Directors,    Program    Directors    or    Legal  Advocacy 
Coordinators  of  Battered  Women's  Programs 

•  District  Attorney  or  Assistant  District  Attorneys 

•  Victim  Witness  Director 

•  Clerk  Magistrates,  Registers  or  Clerks  in  charge  of  restraining  orders 

•  First  Justices  -  one  from  a  district  court  and  one  from  a  probate  court 
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•  Rape  Crisis  Center  representative 

•  Supervised  visitation  center  representative 

•  Batterer's  Intervention  Program  representative 

•  Chief  Family  Service  Officer 

•  DSS  representative,  specifically  domestic  violence  specialist 

•  Chief  of  Probation 

•  Police  department  representatives 

•  -Legal  services  representatives 

•  Private  attorneys,  specifically  with  probate  or  pro  bono  experience 

•  MOVA  representative 

Due  to  the  nature  of  the  discussions  at  the  Regional  Advisory  Committee 
meetings  advocates  and  volunteers  should  not  attend. 

B.  Invitation  to  Potential  Members 

An  invitation  to  potential  advisory  committee  members  should  include 
information  on  the  following: 

■  Introduction  of  the  SRC; 

■  How  often  the  committee  meets; 

■  Purpose  of  the  committee; 

■  Where  the  committee  meets;  and 

■  Other  necessary  information. 

C.  Purpose,  Mission  and  Goals 

The  Regional  SAFEPLAN  Advisory  Committee  will  work  to  assist  the 
SRCs  and  host  programs  with  issues  that  arise  in  the  course  of 
implementing  services  for  victims  of  domestic  violence.  The  Regional 
SAFEPLAN  Advisory  Committee  will  focus  on  issues  that  are  pertinent  to 
a  particular  community  and  will  not  serve  as  a  means  of  replacing  or 
bypassing  the  conflict  resolution  procedure  outlined  in  section  1.12. 

D.  Roles  and  Responsibilities 

1.       Integration  of  SAFEPLAN  into  the  Courts 

The  Regional  Advisory  Committee  will  help  with  the  initial 
integration  of  SAFEPLAN  into  the  courts  and  facilitate  strong 
working  relationships  and  collaboration  among  all  parties  involved 
in  SAFEPLAN.  The  committee  may  advocate  for  appropriate  court 
space  for  SAFEPLAN  advocates. 
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Evaluation  of  the  Memorandum  of  Understanding  (MOU) 
Between  SAFEPLAN  and  the  District  Attorney 

The  Regional  Advisory  Committee  may  provide  input  as  to  the 
content  of  the  Memorandum  of  Understanding  and  evaluate  the 
effectiveness  of  the  MOU.  The  Regional  Advisory  Committee  will 
periodically  review  the  Memorandum  of  Understanding  and  make 
recommendations  for  changes  as  necessary.  In  collaboration  with 
the  host  program  and  the  victim  witness  director,  the  SRC  is 
responsible  for  final  changes  to  the  Memorandum  of 
Understanding. 

Ongoing  Evaluation  of  SAFEPLAN 

Members  of  the  Regional  Advisory  Committee  will  meet  regularly  to 
share  information  regarding  the  success  of  SAFEPLAN. 
Evaluations  will  address  strong  areas  of  the  program  and  areas 
needing  improvement.  The  result  of  the  evaluation  will  be  to  make 
recommendations  to  strengthen  and  refine  the  program  and  to 
resolve  any  inter-agency  conflicts. 

Assurance  of  Continuation  of  SAFEPLAN 

Members  of  the  Regional  Advisory  Committee  will  make 
recommendations  regarding  the  future  direction  of  the  program  and 
SAFEPLAN  expansion.  It  may  assist  MOVA  with  advocacy  for 
continued  and  future  funding. 

Other  Roles  and  Responsibilities  (Suggested) 

■  Discussions  of  current  domestic  violence  trends  and  current 
trends  in  209A  cases; 

■  Discussions  of  new  or  changed  domestic  violence  related  laws; 

■  Discussions  of  correspondence  from  Chief  Justices; 

■  Discussions  of  safety  concerns  for  both  SAFEPLAN  advocates 
and  court  personnel  involved  in  209A  cases; 

■  New  SAFEPLAN  information; 

■  Suggestions  for  training  topics  for  the  senior  advocates, 
advocates,  volunteers  and  interns. 
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SECTION  4:  SAFEPLAN  HOST  PROGRAMS 


4.1     Submitting  Funding  Applications 

A.  State  Appropriation 

Host  programs  must  submit  applications  for  funding  under  the  state 
appropriation  directly  to  MOVA  through  the  RFR  process  defined  by 
MOVA,  and  according  to  standard  contracting  procedures  and 
requirements  of  the  Commonwealth  of  Massachusetts.  Host  programs  will 
enter  into  contracts  with  MOVA  for  SAFEPLAN  services. 

B.  VOCA 

Host  programs  must  submit  applications  for  funding  under  VOCA  directly 
to  MOVA  through  the  RFR  process  defined  by  MOVA  and  according  to 
standard  contracting  procedures  and  requirements  of  the  Commonwealth 
of  Massachusetts  and  federal  guidelines.  Host  programs  will  enter  into 
contracts  with  MOVA  for  SAFEPLAN  services. 

C.  VAWA 

Host  programs  must  work  with  MOVA  and  submit  VAWA  applications  as 
co-applicants  with  MOVA  to  the  Executive  Office  of  Public  Safety  through 
the  RFR  process  as  defined  by  state  and  federal  guidelines.  Host 
programs  will  enter  into  sub-contracts  with  MOVA  for  SAFEPU\N 
services. 

D.  Other  Sources 

Host  programs  must  inform  MOVA  of  any  intentions  and  seek  approval  to 
apply  for  funding  for  SAFEPLAN  services  from  sources  other  than  those 
listed  above.  Host  programs  must  inform  MOVA  of  the  final  award  amount 
and  scope  of  the  contract. 

E.  Checklist  for  Applying  for  SAFEPLAN  Funding 

All  SAFEPLAN  host  programs  shall  undergo  the  following  prior  to  any 
applications  for  SAFEPLAN  funding: 

■  Research  and  study  to  determine  a  demonstrated  need  for  SAFEPLAN 
services  in  designated  court; 

■  Plan  for  implementation  into  court; 

■  Plan  for  office  space  for  advocate(s);  and 

■  Plan  for  training  and  certification  of  advocates  and  volunteers. 
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A  SAFEPLAN  host  program  shall  have  discussions  with  the  SRC,  the 
FVPSM,  the  district  attorney  or  his/her  designee,  the  regional  advisory 
committee  (if  applicable),  judges  and  court  personnel  regarding  the 
following: 

■  Demonstrated  need  for  services; 

■  Possible  funding  sources; 

■  Implementation  and  integration  of  the  program  into  the  courts;  and 

■  Development  of  Memorandum  of  Understanding  with  the  District 
Attorney. 


No  domestic  violence  program  or  other  entity  is  allowed  to  apply  for  grants  or 
other  funding  for  SAFEPLAN  services  or  to  otherwise  establish  SAFEPLAN 
programs  or  SAFEPLAN  projects  without  the  written  support,  consent  and/or  co- 
application  of  MOVA.  No  domestic  violence  program  or  other  entity  shall  use  the 
SAFEPLAN  program  manual,  training  manual,  or  other  written  SAFEPLAN 
materials  without  the  express  written  consent  of  the  Executive  Director  of  MOVA. 
All  agencies  that  receive  monies  directed  toward  SAFEPLAN,  regardless  of  the 
source  of  the  funds,  must  work  in  collaboration  with  MOVA  and  adhere  to 
program  guidelines  prescribed  by  MOVA  and  the  SAFEPLAN  Advisory 
Committee.  Under  no  circumstances  shall  an  agency  identify  itself  as  a 
SAFEPLAN  Host  Program  without  the  permission  and  oversight  of  MOVA. 


F.      Components  of  Funding  Applications 

1.       Senior  Advocate  Positions 

Each  senior  advocate  position  must  be  a  full-time  equivalent 
position.  Positions  will  float  among  courts  within  a  reasonable 
traveling  distance.  Positions  may  not  be  held  by  more  than  one 
advocate  without  prior  notification  to  and  approval  from  the  SRC 
and  the  FVPSM  at  MOVA.  Appropriate  personnel  within  the  host 
program  must  supervise  the  senior  advocate.  Host  programs 
without  a  senior  advocate  position  must  enter  into  a  Memorandum 
of  Understanding  with  the  local  agency  who  employs  the  senior 
advocate  to  make  arrangements  for  supervision  by  the  senior 
advocate. 

The  Memorandum  of  Understanding  shall  include  the  following: 

■  Supervision  schedule  for  advocates,  volunteers  and  interns; 

■  Responsibilities  of  advocates,  volunteers  and  interns  to  report  to 
senior  advocate  when  an  emergency  situation  arises  that 
requires  the  immediate  attention  of  the  senior  advocate; 

■  Process  for  allowing  senior  advocate  to  contribute  to 
performance  evaluations  of  advocates,  volunteers  and  interns; 
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■  Procedure  for  the  senior  advocate  to  report  to  the  executive 
directors  of  the  host  programs  on  a  regular  basis;  and 

■  Explanations  of  any  special  issues  that  pertain  to  a  particular 
region. 

2.  Advocate  Positions 

Each  advocate  position  may  be  a  full-time  equivalent  or  part-time 
depending  on  the  needs  of  the  court  and  the  numbers  of  clients 
served  in  each  court.  Advocate  hours  will  be  determined  based  on 
volume  of  cases  in  each  court.  Full-time  or  part-time  positions  may 
not  be  held  by  more  than  one  advocate  without  prior  notification  to 
and  approval  from  the  SRC  and  the  FVPSM  at  MOVA. 

3.  Floater  Advocate  Positions 

Floater  advocate  positions  may  be  full-time  equivalent  or  part-time 
positions  depending  on  the  needs  of  the  courts  in  the  region.  Full- 
time or  part-time  positions  may  not  be  held  by  more  than  one 
advocate  without  prior  notification  to  and  approval  from  the  SRC 
and  the  FVPSM  at  MOVA.  Floater  advocates  serve  clients  at 
various  courts  within  a  reasonable  traveling  distance. 

4.  Advocate  Schedules 

Each  host  program  shall  notify  the  SRC  of: 

■  Number  of  hours  advocates  will  be  available  in  court; 

■  Number  of  hours  advocates  will  be  available  to  the  court,  but  not 
located  physically  in  the  court; 

■  How  the  court  will  contact  an  advocate  when  not  immediately 
available  in  the  court; 

■  Number  of  hours  advocates  are  working  outside  of  courts  and 
how  the  time  will  be  spent  outside  of  court;  and 

■  Court  coverage  for  regularly  scheduled  mandatory  meetings. 

5.  SAFEPLAN  Volunteers  and  Interns 

If  volunteers  and  interns  are  to  be  used  as  a  VOCA  match  for 
SAFEPLAN  funding,  the  volunteers  documented  on  the  application 
must  be  those  who  spend  the  majority  of  their  volunteer  time 
providing  SAFEPLAN  services. 
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6. 


Multiple  Funding  Sources 


Although  host  programs  may  have  multiple  funding  sources  for 
SAFEPLAN,  every  attempt  should  be  made  to  have  each 
SAFEPLAN  advocate  paid  through  only  one  funding  source. 

7.  Obstacles 

Host  programs  must  document  the  obstacles  or  potential  obstacles 
they  anticipate  facing  in  implementing  the  program  when 
SAFEPLAN  funding  is  received. 

8.  Letters  of  Support 

Host  programs  must  provide  MOVA  with  letters  of  support  when 
applying  for  SAFEPLAN  monies.  The  letters  of  support  must  come 
from  the  first  justice  or  clerk  magistrate  of  each  SAFEPLAN 
designated  court  and  from  the  local  district  attorney's  office. 

Roles  and  Responsibilities 

A.  Referrals  from  SAFEPLAN  Advocates 

Host  programs  receive  referrals  from  SAFEPLAN  advocates  for  services 
beyond  those  designated  to  be  provided  by  SAFEPLAN  advocates.  This  is 
to  ensure  comprehensive  services  are  provided  to  SAFEPLAN  clients. 
Host  programs  shall  not  expect  that  SAFEPLAN  advocates  provide  shelter 
services,  safe  housing  assistance,  long-term  counseling  or  other  services 
prohibited  by  SAFEPLAN  advocates  as  defined  in  this  manual. 

B.  Referrals  to  SAFEPLAN  Advocates 

It  is  the  responsibility  of  the  battered  women's  program  to  make 
appropriate  referrals  on  behalf  of  clients  to  the  SAFEPLAN  advocates. 
The  battered  women's  program  will  assess  whether  a  protective  order  is  a 
viable  option  for  each  client  and  make  the  referral  to  the  SAFEPLAN 
advocate  based  on  the  client's  wishes. 

C.  Support  of  and  Collaboration  with  the  District  Attorney 

The  local  battered  women's  program  will  collaborate  with  the  district 
attorney  to  maximize  the  delivery  of  services  to  victims.  SAFEPLAN  host 
programs  shall  make  every  effort  to  work  with  the  district  attorney  and 
her/his  staff  in  the  following  capacities: 

■  To  organize  collaborative  cross-trainings; 

■  To  participate  on  the  Regional  Advisory  Committee; 
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■  To  notify  the  district  attorney's  office  of  an  intent  to  expand  or  reduce 
SAFEPLAN  services;  and 

■  To  receive  and  consider  input  as  to  the  effectiveness  of  SAFEPLAN 
implementation. 

D.  Volunteer  and  Intern  Recruitment 

Host  programs  and  the  SRC  will  work  in  collaboration  to  recruit  new 
volunteers  or  interns.  The  host  program  shall  keep  the  SRC  apprised  of 
efforts  to  recruit  SAFEPLAN  volunteers  and  interns.  The  SRC  shall  inform 
the  host  programs  of  any  needs  for  additional  volunteers  in  the  courts. 

E.  Training 

Host  programs  and  the  SRC  will  work  in  collaboration  to  implement 
trainings  for  new  advocates,  volunteers  and  interns.  Host  programs 
provide  the  initial  volunteer  domestic  violence  training,  which  is  the 
prerequisite  for  all  advocates  and  volunteers  who  attend  the  24  hours  of 
SAFEPLAN  training.  The  initial  training  ensures  that  all  advocates  and 
volunteers  receive  a  comprehensive  background  in  the  dynamics  of 
domestic  violence  and  the  general  operations  of  the  host  program.  The 
host  program  shall  inform  the  SRC  of  the  initial  training  dates  and  may 
request  that  the  SRC  participate  as  a  presenter  in  relevant  portions  of  the 
initial  training. 

F.  Community  Education  Trainings 

The  host  program  may  request  that  the  SRC  work  in  collaboration  with  the 
community  education  coordinator  or  equivalent  position  to  implement 
community  presentations.  These  presentations  must  be  relevant  to 
general  domestic  violence  issues,  the  SAFEPLAN  program,  legal 
advocacy  or  the  209A  process. 

G.  Office  Space  for  the  SRC 

Host  programs  may  provide  an  office  for  the  SRC  if  they  determine  it  will 
not  conflict  with  any  operational  or  client  confidentiality  concerns.  If  a  host 
program  chooses  to  house  an  SRC,  the  program  may  require  the  SRC  to 
sign  an  agreement  of  non-disclosure.  In  such  situations,  SRCs  shall 
maintain  appropriate  professional  boundaries  when  located  at  a  host 
program.  Additionally,  host  programs  must  not  require  that  SRCs  perform 
duties  outside  of  their  job  responsibilities.  Any  reasonable  costs 
encumbered  by  a  host  program  for  the  purposes  of  an  SRC's  office  space 
and  related  overhead  expenses  shall  be  reimbursed  by  MOVA.  If  a  host 
program  does  not  provide  office  space  for  the  SRC,  the  FVPSM  and  the 
SRC  will  work  together  to  find  the  best  possible  office  location. 
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H.  Office  Space  for  the  SAFEPLAN  Advocates 

It  is  required  that  the  SAFEPLAN  host  programs  provide  reasonable  office 
space  for  the  SAFEPLAN  senior  advocates,  advocates  or  volunteers  who 
are  not  stationed  at  the  courthouse.  This  space  should  be  used  for 
advocates  or  volunteers  to  meet  privately  with  clients,  to  store  confidential 
files  and  for  advocates  or  volunteers  to  have  access  to  a  phone  to  offer 
follow-up  services  to  clients.  In  situations  where  office  space  is  not 
available  in  the  courthouse,  the  host  program  must  provide  the  senior 
advocate,  advocate  and/or  volunteers  with  a  pager  or  cellular  phone  to 
allow  court  personnel  or  the  SRC  to  call  when  SAFEPLAN  services  are 
needed. 

I.  SAFEPLAN  Contact  Person 

Each  host  program  must  identify  a  SAFEPLAN  contact  person.  This 
person  will  communicate  regularly  with  the  FVPSM  and  the  SRC.  Ideally, 
this  person  should  be  the  host  program  executive  director  or  program 
director.  This  contact  person  is  responsible  for  ensuring  that  the 
supervision  of  the  senior  advocate  occurs.  The  host  program  may  have 
someone  other  than  the  executive  director  or  program  director  supervise 
the  senior  advocate. 

J.       Supervision  of  Senior  Advocate 

It  is  required  that  the  host  programs  provide  a  supervisor  for  the  position 
of  SAFEPLAN  senior  advocate.  This  supervisor  is  responsible  for  case 
specific  supervision,  overseeing  the  senior  advocate's  client  caseload  and 
ensuring  that  the  senior  advocate  fulfills  all  general  job  responsibilities  in 
accordance  with  the  SAFEPLAN  Program  Manual.  The  SRC  provides 
programmatic  supervision  and  guidance  to  the  senior  advocate. 

K.      Host  Program  Meetings  with  SRC 

Each  host  program  contact  person  and  the  SRC  should  meet  a  minimum 
of  4  times  per  year  to  discuss  the  progress  of  SAFEPLAN.  At  these 
meetings  the  host  program  should  inform  the  SRC  of  funding  goals  and 
concerns  and  other  programmatic  issues  to  ensure  delivery  of  SAFEPLAN 

services. 

L.  Collaboration 

It  is  expected  that  the  host  programs  cooperate  with  the  SRC,  the  FVPSM, 
the  courts,  the  district  attorney's  office  and  other  allied  criminal  justice 
agencies  to  ensure  SAFEPLAN  program  implementation.     It  is  also 
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expected  that  the  host  programs  have  a  history  of  community  organizing 
with  interagency  involvement. 


M.      Fiscal  Management 

Host  programs  must  maintain  accurate  financial  records  and  offer  ongoing 
fiscal  stability  and  responsibility  with  respect  to  SAFEPLAN  program 
services. 

N.      Responsibilities  to  Victims  of  Domestic  Violence 

To  the  greatest  extent  possible,  host  programs  must  be  geographically 
and  linguistically  accessible  to  the  courts  that  they  serve  and  should  make 
arrangements  for  the  special  needs  of  clients  who  seek  SAFEPLAN 
services. 

O.      Other  Responsibilities 

Host  programs  must  have  experience  in  establishing  and  implementing  a 
court  legal  advocacy  program. 

Memorandum  of  Understanding  with  MOVA 

The  Memorandum  of  Understanding  (MOU)  will  be  between  each  host  program 
and  MOVA.  It  is  the  responsibility  of  the  SRC  to  create  a  MOU  with  each  host 
program  in  the  region. 

Standard  Guidelines: 

A.  Acknowledgement  of  Receipt  of  Program  Manual 

The  SRC  and  the  host  program  must  acknowledge  that  each  has  received 
a  copy  of  the  SAFEPLAN  program  manual.  Each  must  be  familiar  with  its 
entire  contents.  Each  agrees  to  represent  the  interests  of  the  SAFEPLAN 
program  at  all  times  in  accordance  with  the  program  manual.  Each  will 
refrain  from  improper  conduct  as  set  forth  by  the  program  manual.  Each 
understands  that  the  program  manual  may  be  revised  in  part  or  in  whole 
and  that  each  is  bound  by  any  revisions. 

B.  Collaboration 

The  SRC  and  the  host  program  agree  to  work  in  collaboration  when 
organizing  trainings  and  education  projects  or  other  community  based 
events  that  have  an  impact  on  the  SAFEPLAN  program.  The  SRC  and 
the  host  program  will  keep  each  other  informed  of  such  events  or  projects 
and  each  will  encourage  participation  from  the  other.  The  SRC  and  the 
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host  program  will  also  collaborate  to  provide  victims  with  support, 
information  and  referrals. 

C.  Role  of  the  Host  Program  and  the  SRC 

The  SRC  and  the  host  program  must  clearly  understand  the  role  that  each 
plays  in  the  implementation  of  the  SAFEPLAN  program.  The  SRC  is 
primarily  responsible  for  the  regional  programmatic  oversight  of 
SAFEPLAN  (See  Section  5).  The  host  program  is  responsible  for 
employing  senior  advocates  and  advocates,  providing  a  reasonable  office 
space  for  advocates  when  needed  and  other  responsibilities  outlined  in 
Section  4. 

D.  Funding  for  SAFEPLAN 

The  host  program  will  provide  the  SRC  with  a  copy  of  all  non-confidential 
portions  of  SAFEPLAN  funding  applications,  approved  contracts  for 
services  and  the  contract  amount,  new  sources  of  funding  or  changes  in 
funding  streams  for  documents  not  available  through  MOVA  files.  The 
SRC  will  notify  the  host  program  if  more  funding  is  needed  or  becomes 
available  for  the  program  for  additional  advocates,  overhead  expenses  or 
other  costs  directly  related  to  the  delivery  of  SAFEPLAN  services. 


Host  programs  shall  not  use  designated  SAFEPLAN  funds  for  any  other 
reason  except  to  support  the  SAFEPLAN  program.  SAFEPLAN  host 
programs  are  not  expected  or  required  to  allocate  funds  designated  for 
other  services  to  the  SAFEPLAN  program  except  as  required  by  the  grant 
(i.e.  VOCA  match).  Any  host  program  that  uses  SAFEPLAN  funding  for 
purposes  other  than  the  SAFEPLAN  program,  regardless  of  the  sources, 
shall  be  required  to  reimburse  MOVA  or  other  SAFEPLAN  funding 
sources.  Repeated  violations  may  result  in  the  termination  of  the  host 
program  from  the  SAFEPLAN  program. 


E.  Communication 

The  SRC  and  the  host  program  shall  have  regularly  scheduled  quarterly 
meetings  to  inform  each  other  of  the  progress  of  SAFEPU\N.  These 
meetings  may  include  the  following  individuals: 

1)  Executive  Director 

2)  Program  Director 

3)  SAFEPLAN  Program  Manager 

4)  Financial/Administrative  Director 

5)  Senior  Advocate 

6)  Advocates 

7)  MOVA  Representative 
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The  SRC  and  the  host  program  shall  keep  each  other  informed  of  any 
problems  in  implementing  SAFEPLAN  services.  When  both  parties 
acknowledge  that  an  issue  exists,  but  they  cannot  resolve  the  issue  they 
may  seek  assistance  for  the  FVPSM. 

F.  Court  Coverage  Agreement 

The  SRC  and  the  host  program  shall  agree  how  each  court  will  be 
covered.  The  agreement  shall  include  the  schedules  and  court 
assignments  for  each  of  the  advocates  and  volunteers  and  the  protocol  to 
follow  when  an  advocate  will  not  be  available  in  court.  The  SRC  and  the 
host  program  will  work  together  to  ensure  court  coverage  when  an 
advocate  is  absent  from  court,  on  an  emergency  basis,  or  for  a  planned 
absence. 

G.  Other  Items 

The  MOU  may  include  other  agreements,  roles  and  responsibilities 
providing  they  do  not  violate  the  parameters  set  forth  by  the  program 
manual. 
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SECTION  5:  SAFEPLAN  REGIONAL  COORDINATORS 


5.1     Hiring  Process 

As  employees  of  MOVA,  the  SRCs  are  subject  to  all  hiring  procedures  outlined  in 
the  MOVA  personnel  manual.  The  equal  employment/non-discrimination  policy 
applies  to  SRCs  and  every  attempt  shall  be  made  to  hire  SRCs  who  reflect  the 
diversity  of  the  clients  the  SAFEPLAN  program  serves,  including,  but  not  limited 
to,  ethnic  diversity  and  bi-lingual  SRCs. 

The  hiring  of  the  SRC  is  a  collaborative  process  by  which  MOVA  and  the  host 
programs  of  a  particular  region  work  together  to  identify  qualified  candidates  for 
the  position.  After  the  review  and  interview  process,  MOVA  will  make  the  final 
recommendation  to  the  VWAB  to  hire  the  SRC.  MOVA  shall  seriously  weigh  the 
recommendations  of  the  hiring  committee. 

The  SAFEPLAN  program  manual  requires  that  the  following  guidelines  be 
implemented  when  MOVA  hires  an  SRC: 

A.  Advertising 

It  is  the  responsibility  of  the  FVPSM  at  MOVA  to  advertise  for  SRC 
vacancies.  Advertisements  shall  be  posted  with  the  Human  Resources 
Department  of  the  Commonwealth,  in  local  newspapers,  with  battered 
women's  programs  and  allied  victim  service  programs. 

B.  Conducting  Interviews 

The  FVPSM  will  screen  all  resumes  and  conduct  initial  interviews  with  all 
qualified  applicants.  The  FVPSM  will  select  at  least  two  applicants  to  be 
interviewed  by  the  Regional  Hiring  Committee. 

C.  Hiring  Committee 

1.  Membership 

A  hiring  committee  shall  consist  of:  Executive  Directors  and/or 
program  directors  of  host  programs  within  that  region,  a  MOVA 
representative,  the  victim  witness  director  of  the  district  attorney's 
office  and  a  designated  SAFEPLAN  advocate.  A  hiring  committee 
may  also  invite  other  professional(s)  who  work  closely  with  the  SRC 
to  participate  on  the  hiring  committee. 
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2.  Function 


The  hiring  committee  for  the  SRC  will  have  an  opportunity  to  meet 
and  evaluate  potential  candidates  and  to  give  feedback  to  MOVA 
as  to  the  most  qualified  candidate. 

Personnel  Policies 

All  SRCs  are  employees  of  the  Commonwealth  of  Massachusetts  and  are 
subject  to  the  personnel  policies  of  MOVA  as  outlined  in  the  MOVA  Personnel 
Manual  adopted  by  the  VWAB  in  July  1999  and  any  subsequent  amendments 
put  forth  by  the  Executive  Director  of  MOVA.  Additionally,  the  SRCs  must  abide 
by  the  following  personnel  polices: 

A.  Salary  and  Benefits 

The  salary  of  the  SRC  will  be  determined  in  accordance  with  level  of 
experience  and  education.  The  minimum  salary  shall  be  no  less  than 
$32,000.  The  SRC  will  have  a  state  benefits  package  that  includes,  health, 
dental  and  life  insurance,  retirement,  13  paid  holidays,  3  weeks  vacation, 
3  personal  days,  1.25  sick  days  per  month  and  state  tuition 
reimbursement.  The  SRC  may  be  eligible  for  an  annual  raise  depending 
on  funding  availability,  performance  and  VWAB  approval. 

B.  Time  Sheets  and  Work  Schedules 

SRCs  may  not  work  part-time,  unless  the  position  is  designated  so  by 
MOVA,  and  the  position  may  not  be  held  by  more  than  one  SRC.  SRCs 
must  adhere  to  a  regular  work  week  schedule,  working  during  the  hours 
the  courts  are  open  in  their  region,  Monday  through  Friday,  unless  prior 
written  approval  is  obtained  from  the  executive  director  of  MOVA. 

C.  Work  and  Office  Space 

The  SRCs  shall  have  a  designated  office  space  that  is  within  a  reasonable 
travelling  distance  to  their  geographic  area  to  be  served.  Every  effort  shall 
be  made  for  SRCs  to  have  an  office  space  which  takes  into  consideration 
personal  safety  issues. 

D.  Performance  Evaluations 

The  first  performance  evaluation  will  take  place  following  a  three-month 
probationary  period.  The  three-month  probationary  period  applies  only  to 
new  SRCs.  Additionally,  each  SRC  is  required  to  participate  in  a 
performance  evaluation  each  December  and  June.  The  FVPSM  will 
conduct  the  performance  evaluation  in  conjunction  with  the  Executive 
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Director  of  MOVA.  The  FVPSM  will  seek  input  regarding  the  quality  of  job 
performance  from  the  host  programs  and  others  with  whom  the  SRC 
works  closely.  The  performance  evaluation  will  review  an  SRC's  strengths 
and  areas  to  develop  to  improve  job  performance.  The  SRC  and  the 
FVPSM  will  work  together  to  develop  a  work  plan  and  a  set  of  goals  for 
the  SRC.  If  the  SRC's  performance  evaluation  is  unsatisfactory,  the 
FVPSM  may  recommend  that  corrective  action  be  taken  or  that 
disciplinary  action  be  taken,  up  to  and  including  termination  of 
employment. 

E.  Employee  Resignations 

SRCs  are  required  to  give  written  notice  of  resignation  to  the  FVPSM  and 
the  Executive  Director  of  MOVA  at  least  three  weeks  prior  to  departure. 
SRCs  shall  then  also  give  written  notice  to  the  host  programs,  the 
advocates  and  members  of  the  SAFEPLAN  regional  advisory  committee. 

F.  Termination 

The  ultimate  decision  to  terminate  the  employment  of  an  SRC  rests  with 
MOVA.  The  host  programs  may  make  recommendations  to  the  FVPSM  or 
the  Executive  Director  of  MOVA  whether  or  not  to  terminate  the 
employment  of  an  SRC. 

G.  Exit  Interview  and  Exit  Memo 

Prior  to  departure,  the  SRC  and  the  FVPSM  will  meet  to  conduct  an  exit 
interview  to  discuss  the  status  of  the  SAFEPI.AN  program  in  that  particular 
region.  At  the  exit  interview  the  SRC  shall  return  identification  cards, 
business  cards,  keys,  parking  passes,  telephone  calling  cards  and  any 
other  property  belonging  to  MOVA.  The  exit  interview  is  also  an 
opportunity  for  the  SRC  to  provide  constructive  feedback  about  the 
SAFEPLAN  program  and  the  ways  in  which  the  program  might  be 
improved.  The  SRC  is  required  to  create  a  detailed  exit  memo  to  the 
FVPSM  and  the  Executive  Director  of  MOVA  explaining  the  current  status 
of  work  projects  and  providing  a  list  of  main  contacts  for  each  project, 
court  and  host  program.  To  the  greatest  extent  possible,  the  departing 
SRC  may  assist  the  FVPSM  with  training  a  new  SRC. 

Roles  and  Responsibilities 

A.      Objective  of  SAFEPLAN  Regional  Coordinators 

The  objective  of  the  SAFEPLAN  Regional  Coordinator  is  to  implement  the 
SAFEPLAN  program  on  a  regional  level.  SRCs  must  coordinate,  facilitate 
and  collaborate  with  all  professional  parties  who  are  involved  with 
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SAFEPLAN.  SRCs  must  ensure  adherence  to  the  SAFEPLAN  program 
guidelines  established  by  MOVA  and  the  statewide  SAFEPLAN  advisory 
committee. 

B.  Job  Requirements 

■  Bachelor's  degree  (master's  level  degree  preferred); 

■  Thorough  knowledge  of  dynamics  of  domestic  violence; 

■  Ability  to  conduct  trainings  with  strong  public  speaking  abilities; 

■  Demonstrated  community  organizational  abilities,  including  trouble- 
shooting, problem-solving  and  conflict  resolution  skills; 

■  Ability  to  work  with  representatives  from  all  parts  of  the  criminal  justice 
system  and  community  based  agencies; 

■  At  least  3  years  of  prior  work  experience  in  the  domestic  violence 
advocacy  field  ("in-court"  advocacy  preferred); 

■  Working  knowledge  of  the  Massachusetts  legal  system,  specifically 
M.G.L.  C.209A; 

■  Excellent  oral  and  written  communication  skills;  and 

■  Valid  driver's  license  and  reliable  transportation. 

C.  Boundaries  and  Professional  Conduct 

SRCs  must  maintain  appropriate  and  professional  boundaries  at  all  times. 
SRCs  must  only  perform  duties  within  the  confines  of  their  job 
responsibilities. 

At  all  times  SRCs  must  conduct  themselves  in  the  following  manner: 

■  SRCs  must  abide  by  all  guidelines  put  forth  by  the  SAFEPLAN 
program  manual; 

■  SRCs  must  refrain  from  any  of  the  activities  listed  in  Section  5.5  of  the 
program  manual; 

■  SRCs  must  promote  empathy,  understanding  and  respect  for  victims  of 
domestic  violence  and  SAFEPLAN  clients; 

■  SRCs  must  act  as  role  models,  demonstrating  skills  in  systemic 
advocacy  and  conflict  resolution; 

■  SRCs  must  never  publicly  denounce  or  discredit  other  professional 
individuals  or  institutions  with  whom  the  SRCs  work; 

■  SRCs  must  appear  in  professional  attire. 

D.  Integration  of  SAFEPLAN  into  New  Courts 

Once  the  SAFEPLAN  host  program  has  collaborated  with  MOVA,  the 
SRC,  the  district  attorney's  office  and  the  courts  to  determine  feasibility 
and  funding  for  SAFEPLAN  services,  the  following  must  be  implemented: 
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1.  Introductions 


When  the  SAFEPLAN  program  begins  in  a  new  court  the  SRC, 
acting  as  a  MOVA  representative,  will  write  letters  of  introduction  to 
the  court.  The  FVPSM  shall  receive  copies  of  all  correspondence. 
The  letters  should  be  addressed  to  the  first  justice  of  the  court,  the 
clerk  magistrate  or  register  and  any  209A  specific  staff.  The 
following  must  be  included  in  each  letter: 

■  Name  of  SAFEPLAN  Regional  Coordinator 

■  Name  of  SAFEPLAN  host  programs 

■  Name  of  SAFEPLAN  advocates 

■  Hours  advocates  will  be  available  in  the  court 

■  Times  when  court  will  be  staffed  by  volunteers 

■  How  and  when  advocates  and  volunteers  will  be  trained 

■  Request  for  meeting  to  discuss  implementation  of  SAFEPLAN 

■  How  and  when  advocates  and  volunteers  can  be  accessed 
when  they  are  not  physically  in  the  court 

■  An  explanation  that  SAFEPLAN  is  a  MOVA  program  and  a 
description  of  the  program  model 

■  Introduction  of  SAFEPLAN  program  manual 

After  the  letter  is  sent,  the  SRC  should  phone  the  first  justice  and/or 
any  other  court  personnel  to  confirm  a  meeting  date  and  time. 

2.  Court  Space  for  Advocates 

The  SRC  will  collaborate  with  the  court  personnel  to  establish  court 
space  for  the  advocate(s).  Ideally,  SAFEPLAN  advocates  will  have 
an  office  with  private  space  to  meet  with  clients,  a  phone  and  a 
locked  filing  cabinet.  The  office  space  should  not  be  located  in  an 
isolated  area  that  may  pose  a  safety  risk  for  SAFEPLAN  staff  or 
SAFEPLAN  clients.  When  a  private  office  is  not  possible, 
SAFEPLAN  advocates  should  have  a  private  space  at  the  host 
program  to  meet  with  clients  and  establish  an  on-call  system  with 
the  court  personnel.  When  advocates  are  not  directly  housed  in  the 
court,  the  SRC  must  regularly  update  MOVA  with  documentation  of 
efforts  being  made  to  obtain  space  for  advocates. 

3.  Regional  Advisory  Committee 

The  SRC  will  establish  a  date  for  the  first  meeting  of  the  regional 
advisory  committee.  The  SRC  will  send  out  meeting  notices  to  all 
interested  parties,  solicit  input  from  interested  parties  and  then  set 
agendas  for  future  meetings. 
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4. 


Regional  SAFEPLAN  Advocate  Training 


The  SRC,  working  in  collaboration  with  local  SAFEPLAN  host 
programs,  will  organize  an  initial  SAFEPLAN  training.  SRCs  will 
send  out  invitations  to  all  court  staff  and  district  attorney's  office 
victim  witness  staff. 

5.       General  SAFEPLAN  Outreach 

The  SRC  will  distribute  SAFEPLAN  brochures  and  related  materials 
to  courts,  host  programs,  and  other  community  organizations.  The 
SRC  will  be  available  to  attend  other  community  meetings  (e.g., 
roundtables)  and  give  presentations  and  trainings  to  community 
based  and  criminal  justice  victim  service  agencies. 

E.      Program  Management  and  Oversight 

SRCs  are  responsible  for  the  overall  program  management  and  oversight 
in  their  assigned  region.  These  SRC  duties  include,  but  are  not  limited  to: 

■  Ensuring  that  host  programs,  court  staff  and  the  district  attorney's  staff 
are  satisfied  with  the  delivery  of  SAFEPLAN  services; 

■  Problem  solving  with  host  programs,  court  staff  and  the  district 
attorney's  staff  to  resolve  any  conflicts  that  may  arise  with  the  delivery 
of  services,  collaboration  efforts,  court  space  constraints  or  other 
issues;  and 

■  Coordinating  and  maximizing  the  efforts  of  the  SAFEPLAN  program  in 
collaboration  with  the  senior  advocate  and  the  host  program  to  provide 
assistance  and  advocacy  to  domestic  violence  victims  seeking  C.209A 
protective  orders  in  district  and  probate  courts. 


These  duties  are  exclusive  of  SAFEPLAN  host  program  budgetary  and 
personnel  issues,  which  are  the  responsibility  of  the  SAFEPLAN  host 
program. 


F.       Programmatic    Management    of   Senior   Advocates,  Advocates, 
Volunteers  and  Interns 

SRCs  are  responsible  for  the  programmatic  management  of  the  senior 
advocates,  advocates,  volunteers  and  interns  as  they  deliver  SAFEPU\N 
services.  Programmatic  management  does  not  include  direct  services 
supervision  of  the  advocates,  volunteers  and  interns.  Programmatic 
management  shall  be  conducted  in  the  form  of  a  meeting. 
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The  names  or  any  identifying  information  of  the  SAFEPLAN  clients  shall 
not  be  disclosed  at  these  programmatic  management  meetings  unless  the 
client  has  signed  a  confidentiality  waiver. 


Programmatic  Management  meetings  shall  include  discussions  regarding: 

1.  How  the  SAFEPLAN  program  is  progressing  in  the  region. 

2.  Court  coverage  schedules  for  senior  advocates,  advocates,  volunteers 
and  interns. 

3.  Any  systemic  or  programmatic  issue  that  identifies  gaps  in  services  or 
breakdowns  in  the  system.  This  may  include  general  victim  matters, 
legal  advocacy  concerns,  referrals  and  follow  up  service  issues. 

4.  Other  issues  or  conflicts  that  arise  during  service  delivery  and  how 
these  issues  can  be  resolved. 

5.  How  SAFEPLAN  can  achieve  optimum  safety  for  all  SAFEPLAN 
clients  and  staff. 

6.  The  complexity  of  certain  cases  where  the  victim  has  signed  a  client 
confidentiality  waiver. 

G.  Collaboration  Efforts  with  the  District  Attorney  and  Victim  Witness 
Staff 

The  SRC  shall  be  at  the  forefront  of  any  efforts  to  collaborate  with  the 
District  Attorney  and  the  victim  witness  staff.  These  duties  include,  but  are 
not  limited  to: 

■  Developing  and  maintaining  the  Memorandum  of  Understanding 
between  SAFEPLAN  and  the  District  Attorney; 

■  Overseeing  and  troubleshooting  the  referral  process  between 
SAFEPLAN  advocates  and  the  victim  witness  advocates;  and 

■  Ensuring  adherence  by  SAFEPLAN  advocates  and  victim  witness 
advocates  to  the  Memorandum  of  Understanding  for  victims  who 
become  involved  in  filing  a  criminal  complaint,  show  cause  hearings  or 
pending  criminal  cases. 

H.  Creation  of  a  Memorandum  of  Understanding  (MOU)  with  the  District 
Attorney  and  Host  Program 

The  attached  sample  MOU  shall  be  used  as  framework  for  the  MOU  and 
shall  include  the  following: 

1 .  Explanation  of  SAFEPLAN  model; 

2.  Explanation  of  role  of  SAFEPLAN  advocate; 

3.  Identification  of  staff  for  SAFEPLAN  program  and  victim  witness  staff 
of  district  attorney's  office; 

4.  Explanation  of  how  SAFEPLAN  advocates  and  victim  witness 
advocates  will  refer  cases  to  each  other; 
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5.  Explanation  of  role  of  SAFEPLAN  advocate  when  there  are 
simultaneous  criminal  complaints; 

6.  Explanation  of  supervisory  structure  for  SAFEPLAN  program  and 
victim  witness  staff  of  district  attorney's  office; 

7.  Explanation  of  procedure  and  lines  of  communication  to  follow  when 
issues  arise  or  there  is  a  breakdown  in  communication; 

8.  Identify  backup  system  to  be  used  by  district  attorney's  office  when  a 
SAFEPLAN  advocate  is  not  immediately  available; 

9.  Explanation  of  court  coverage  schedules  of  SAFEPLAN  advocates  and 
volunteers; 

10.  Provisions  to  meet  and  evaluate  effectiveness  of  MOU  and  to 
periodically  check  on  the  progress  of  SAFEPLAN;  and 

1 1  .An  explanation  of  any  special  issues  that  pertain  to  a  particular  region. 

The  SRC  shall  provide  the  FVPSM,  the  host  programs  and  the  advocates 
with  a  copy  of  the  MOU.  The  MOUs  will  be  reviewed  annually  and  any 
mutually  agreed  upon  revisions  will  be  made  by  the  host  program,  the 
SRC  and  the  District  Attorney. 

I.        MOVA  Representation  and  Identification 

■  At  all  times,  SRCs  shall  identify  themselves  as  the  "SAFEPLAN 

Regional  Coordinator  of  (name  of  county)  County".  SRCs 

shall  also  identify  themselves  as  employees  of  MOVA.  SRCs  shall  not 
identify  themselves  as  employees  of  a  host  program,  the  court  or  the 
district  attorney's  office;  and 

■  The  SRC  serves  as  a  MOVA  representative,  working  with  the 
SAFEPLAN  host  programs,  the  district  attorney's  office,  and  allied 
criminal  justice  agencies  in  each  region  to  ensure  that  the  SAFEPLAN 
Program  is  implemented  according  to  the  Program  Manual. 

J.       Training  Responsibilities 

SRCs  are  responsible  for  providing  training  to  new  SAFEPLAN  senior 
advocates,  advocates  and  volunteers.  These  duties  include,  but  are  not 
limited  to: 

■  Coordinating  and  conducting  the  SAFEPLAN  training  and  certification 
process  for  all  SAFEPLAN  advocates  and  volunteers  in  conjunction 
with  host  programs,  MOVA's  Training  Coordinator  and  the  FVPSM; 

■  Evaluating  the  effectiveness  of  each  training; 

■  Making  recommendations  for  additional  training  and  education  for 
senior  advocates,  advocates  and  volunteers  as  needed; 

■  Conducting  community  based  awareness  trainings  on  the  SAFEPLAN 
program  and  services; 

■  Providing  training  to  victim  witness  advocates  as  requested  by  the 
victim  witness  director; 
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■  Asking  collateral  resources  to  train  on  their  respective  disciplines;  and 

■  Working  with  and  reporting  to  the  FVSPM  on  training  initiatives. 

K.      Court  Coverage  Coordination 

SRCs  are  responsible  for  the  overall  court  coverage  coordination.  These 
duties  include,  but  are  not  limited  to: 

■  Developing  agreements  with  host  agencies  to  ensure  that  advocates 
are  present  or  available  in  court  to  assist  victims  during  all  hours  when 
court  is  open  unless  an  emergency  arises  or  an  absence  has  been 
arranged; 

■  Collaborating  with  the  senior  advocate  to  ensure  that  each  SAFEPLAN 
court  is  covered  by  an  advocate,  volunteer  or  intern; 

■  Rearranging  court  coverage  schedules  on  an  emergency  basis  or 
when  written  notice  is  received  from  SAFEPLAN  staff  of  scheduled 
absences; 

■  Establishing  a  back  up  system  for  court  coverage  when  a  conflict 
arises  with  the  regularly  scheduled  advocate,  using  volunteers,  host 
program  staff,  victim  witness  advocates  or  court  personnel; 

■  Informing  the  clerk's  office  and  the  district  attorney's  office  when  an 
advocate  or  volunteer  will  be  absent; 

■  Developing  an  alternate  contact  system  with  the  court  to  have  access 
to  an  advocate  when  the  SAFEPLAN  advocate  is  not  located  within  the 
courthouse.  This  shall  include  contacting  an  advocate,  volunteer  or 
intern  on  duty  by  phone,  beeper  or  other  system;  and 

■  Developing  agreements  with  host  agencies  to  have  host  agency  staff 
complete  the  SAFEPLAN  training  and  certification  process  in  order  to 
provide  additional  court  coverage  when  the  SAFEPLAN  advocate  is 
not  available. 

L.       Collaboration  with  SAFEPLAN  Host  Programs 

SRCs  must  collaborate  with  the  SAFEPLAN  host  programs.  These  duties 
include,  but  are  not  limited  to: 

■  Holding  quarterly  meetings  between  the  SRC  and  the  host  program's 
executive  director  or  program  director.  The  following  should  be 
discussed  at  these  meetings: 

1 .  The  progress  of  SAFEPLAN  in  the  region. 

2.  Any  supervision  or  programmatic  issues  that  may  arise  with  the 
senior  advocates,  advocates,  volunteers  or  interns. 

■  Hiring  of  new  SAFEPLAN  staff: 

1.  The  SRC  and  the  host  program  will  work  together  to  identify, 
screen  and  interview  candidates  for  any  new  or  vacant  senior 
advocate  or  advocate  positions. 

■  Volunteer  recruitment  and  training  collaboration: 
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1.  Development  of  a  base  of  volunteers  and  interns  to  provide 
SAFEPLAN  services. 

2.  Enhance  existing  recruitment  efforts  at  the  host  program. 


It  is  in  the  best  interests  of  both  the  SRC  and  the  host  program  to 
provide  as  many  trained  volunteers  and  interns  as  possible  to  provide 
consistent  services  to  SAFEPLAN  clients.  Volunteers  and  interns  are 
needed  to  cover  courts  -when  advocates  are  sick,  on  vacation,  or  are 
attending  advocacy  trainings  or  meetings.  When  family  members  of 
the  SAFEPLAN  staff  are  recruited  or  used  as  SAFEPLAN  volunteers  or 
interns  direct  supervision  of  a  volunteer  or  intern  by  a  family  member 
shall  be  avoided.  It  should  be  noted  that  it  is  a  requirement  of  all  VOCA 
funded  programs  to  utilize  volunteers  to  provide  services. 


■  Funding  efforts: 

1.  Assist  SAFEPLAN  host  agencies  in  identifying  and  applying  for 
state,  federal  or  private  funding  for  maintaining  and  expanding  the 
SAFEPLAN  program  in  each  region. 

M.      Program  Manual  Implementation  and  Compliance 

It  is  the  responsibility  of  the  SRC  to  implement  the  Program  Guidelines  on 
a  regional  level.  These  duties  include,  but  are  not  limited  to: 

■  Ensuring  that  the  services  of  the  SAFEPLAN  program  are 
implemented  in  accordance  with  the  SAFEPLAN  Program  Manual; 

■  Immediately  reporting  any  violations  of  the  program  guidelines  to  the 
FVPSM  and  to  the  Executive  Director  or  program  director  of  the  host 
program  where  the  violation  occurred;  and 

■  Ensuring  that  corrective  action  is  taken  when  violations  occur. 

N.      Collaboration  Efforts  with  Court  Staff 

The  SRC  must  be  at  the  forefront  of  any  SAFEPLAN  efforts  to  collaborate 
with  court  staff.  These  duties  include,  but  are  not  limited  to: 

■  Advocating  for  court  space  for  the  SAFEPLAN  personnel; 

■  Informing  the  clerk  and  the  district  attorney's  personnel  of  the  identities 
of  and  schedules  of  the  SAFEPLAN  personnel; 

■  Ensuring  that  the  court  is  notified  of  any  planned  or  unscheduled 
absences  of  advocates  or  volunteers  and  how  coverage  will  be 
handled; 

■  Notifying  the  court  of  any  security  issues  for  clients  or  advocates;  and 

■  Developing  a  security  plan  for  each  court. 
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O.      Creation  of  Memorandum  of  Understanding  (MOU)  with  Court 
Personnel 

A  Memorandum  of  Understanding  with  court  personnel  (for  purposes  of 
this  section  court  personnel  includes  the  first  justice  and  the  clerk 
magistrate)  will  include  the  following: 

1 .  Explanation  of  SAFEPLAN  model; 

2.  Explanation  of  role  of  SAFEPLAN  advocate; 

3.  Court  space  for  advocates; 

4.  Location  for  advocates  to  assist  clients  with  209A  paperwork; 

5.  Hours  advocates  are  available  to  assist  clients; 

6.  How  courts  are  notified  when  advocates  are  not  available; 

7.  How  courts  will  contact  advocate  who  is  on  call; 

8.  Procedure  for  court  to  report  problems  with  advocates; 

9.  Program  manual  receipt  and  acknowledgement; 

10.  Provisions  for  escorting  SAFEPLAN  clients  outside  of  courthouse 
when  safety  is  an  immediate  concern;  and 

1 1  .Acknowledgement  of  court  security  plan  which  involves  court  officers 
and  if  necessary  local  law  enforcement. 

The  SRC  will  provide  a  copy  of  the  MOU  with  the  court  to  the  FVPSM,  the 
SAFEPLAN  host  program  and  the  advocates. 

P.      Training  and  Education 

No  more  than  10%  of  the  SRC's  time  on  an  annual  basis  should  be  spent 
attending  trainings.  All  trainings  must  be  approved  by  FVPSM.  Trainings 
must  directly  relate  to  the  SRC's  duties,  victim  issues  or  the  SAFEPLAN 
program  mission.  SRCs  may  be  asked  to  submit  a  copy  of  the  agenda, 
certificate  of  completion  or  other  training  materials  to  the  FVPSM. 

Q.      Completion  of  Paperwork  and  Reports 

SRCs  are  responsible  for  the  accurate  and  timely  submission  of  all 
SAFEPLAN  related  paperwork  and  reports.  This  includes,  but  is  not 
limited  to: 

■  Weekly  statistical  reports  (if  applicable): 

1.  SRCs  are  responsible  for  collecting  the  weekly  statistical  forms 
from  each  senior  advocate,  advocate  and  volunteer. 

2.  SRCs  must  verify  the  accuracy  of  such  reports. 

■  Monthly  statistical  reports: 

1.  SRCs  shall  use  the  information  gathered  from  the  weekly  statistical 
forms  to  submit  a  monthly  statistical  report  to  MOVA. 

2.  The  monthly  statistical  reports  must  be  specific  for  each  court. 
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■  Monthly  progress  reports: 

1.  SRCs  must  complete  and  submit  a  monthly  progress  report  to 
MOVA,  which  includes  a  narrative  description  of  the  SRCs 
activities,  including,  but  not  limited  to,  trainings  and  conferences 
attended  or  given,  meetings  attended  and  collaborative  efforts. 

2.  Provide  MOVA,  as  requested,  with  updated  list  of  senior  advocates, 
advocates,  volunteers  and  interns  and  activities. 

R.      Record  Keeping 

SRCs  are  responsible  for  record  keeping,  including,  but  not  limited  to: 

■  Documentation  on  each  certified  and  trained  SAFEPLAN  advocate  and 
volunteer  which  includes  a  current  resume,  dates  and  time  of  training 
and  certification,  additional  trainings  and  other  necessary  information; 

■  Documentation  on  each  completed  SAFEPLAN  training  they  facilitate 
and  subsequent  evaluations;  and 

■  Documentation  or  records  on  other  meetings  and  trainings  they 
attended  or  facilitated. 

S.      Meeting  Requirements 

SRCs  are  required  to  attend  the  following  meetings: 

■  Monthly  SRC  and  staff  meetings  at  MOVA 

■  All  VWAB  meetings 

■  The  quarterly  statewide  SAFEPLAN  advisory  committee 

■  Regional  advisory  committee  meetings 

■  Progress  meetings  with  host  program  Executive  Directors  or  Program 
Director 

■  Program  supervision  meetings  with  senior  advocates,  advocates  and 
volunteers 

■  Meetings  with  court  personnel 

■  Meetings  with  victim  witness  staff 

SRCs  may  also  be  required  to  attend  other  meetings  as  directed  by 
MOVA. 

T.       Fiscal  Responsibilities 

The  SRCs  will  each  receive  an  annualized  budget,  determined  by  MOVA 
and  approved  by  the  VWAB.  SRCs  are  responsible  for  ensuring  that  they 
do  not  exceed  their  allotted  budget  for: 

■  Rent  for  office  space 

■  Overhead  expenses 

■  Travel  reimbursement 

■  Office  supplies 

■  Training  costs 
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SRCs  are  employees  of  MOVA,  and  oversee  a  program  supported  with 
limited  public  funds.  Financial  resources  at  MOVA  and  regional  resources 
must  be  conserved  to  the  greatest  extent  possible.  This  includes,  but  is 
not  limited  to:  office  supplies,  SAFEPLAN  forms  and  paperwork, 
SAFEPLAN  letterhead  and  business  cards  and  SAFEPLAN  brochures. 

U.      General  Collaboration  and  Advocacy  Efforts 

SRCs  shall  work  in  collaboration  with  host  program  executive  or  program 
directors,  senior  advocates,  advocates,  volunteers,  court  personnel,  the 
district  attorney  and  the  victim  witness  assistance  staff.  SRCs  may 
collaborate  with  the  above  mentioned  professionals  and  others  for  various 
meetings  or  projects,  such  as  the  regional  domestic  violence  roundtable  or 
trainings.  These  duties  include,  but  are  not  limited  to: 

■  Facilitating  regional  cooperation  and  communication  with  the  district 
attorney's  office,  court  personnel,  law  enforcement,  legal  service 
providers,  battered  women's  programs  and  others  serving  domestic 
violence  victims  and  their  children; 

■  Identifying  or  making  recommendations  for  addressing  personnel, 
program  or  policy  problems  that  impede  domestic  violence  victims  from 
realizing  their  rights  or  accessing  services  within  the  court  and  criminal 
justice  system;  and 

■  Forming  a  Regional  Advisory  Committee  to  assist  with  the  smooth 
implementation  of  SAFEPLAN  into  the  community.  Working  with  the 
Committee  to  provide  a  forum  where  representatives  from  the  battered 
women's  programs,  the  district  attorney's  office,  the  courts  and  others 
can  share  information  which  will  assist  the  SRC,  court  advocates  and 
volunteers  in  improving  services  to  victims; 

V.       Public  Awareness  and  Community  Education 

SRCs  are  responsible  for  informing  the  local  community  about  the 
services  available  through  SAFEPLAN.  These  duties  include,  but  are  not 
limited  to: 

■  Distributing  SAFEPU\N  brochures  and  other  informational  materials; 

■  Facilitating  trainings  for  various  community  agencies. 

W.      General  Responsibilities 

■  Become  familiar  with  the  protections  and  limitations  of  M.G.L.  c.233 
s.20K,  C.209A  and  other  domestic  violence  related  statutes; 

■  Notify  FVPSM,  host  program  and  senior  advocates  of  sick  days, 
vacation  or  personal  time,  planned  or  unplanned; 
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■  Perform  other  SAFEPLAN  related  tasks,  duties  and  assignments  as 
requested  by  the  host  program,  the  Regional  Advisory  Committee  or 
MOVA;  and 

■  Comply  with  SAFEPLAN  program  manual  guidelines. 

5.4  Supervision  of  SRC  by  MOVA 

A.  Staff  Meetings  and  Monthly  SRC  Meetings 

SRCs  will  have  an  opportunity  at  monthly  SRC  meetings  to  receive 
supervision  from  the  FVPSM.  The  FVPSM  will  also  schedule  regular  one- 
on-one  supervision  with  each  SRC.  The  FVPSM  or  the  SRC  may  request 
additional  supervision  meeting  times  if  the  need  arises. 

B.  Site  Visits 

The  FVPSM  will  conduct  quarterly  site  visits  with  the  SRCs  to  provide  a 
performance  evaluation  of  the  SAFEPLAN  Program  and  the  job 
performance  of  the  SRC.  The  SRC  or  the  FVPSM  may  request  that  the 
site  visits  occur  more  frequently  than  quarterly. 

5.5  Prohibited  Activities 

Certain  activities  are  prohibited  for  SRCs.  No  SRC  may  engage  in  the  following: 

A.  Legal  Advice 

Under  no  circumstances  shall  an  SRC  give  legal  advice  to  a  SAFEPLAN 
client  or  SAFEPLAN  staff  on  behalf  of  a  client.  SRCs  shall  not  at  any  time 
negotiate  with  the  attorney  of  a  SAFEPLAN  client  or  a  defendant's 
attorney  in  a  SAFEPLAN  case.  SRCs  must  work  under  the  philosophy 
that  clients  are  informed  of  their  legal  rights  and  options,  but  that  clients 
choose  their  own  course  of  action. 

B.  Criminal  Case  Involvement 

SRCs  may  not  become  directly  or  indirectly  involved  as  an  advocate  with 
a  SAFEPLAN  client's  criminal  case.  At  all  times,  SRCs  shall  refer 
SAFEPLAN  clients  to  the  victim  witness  assistance  program  of  the  local 
district  attorney's  office  to  address  criminal  matters. 

C.  Direct  Services 

SRCs  may  not  provide  direct  services  to  SAFEPLAN  clients  unless 
specifically  called  upon  by  a  judge  or  in  other  clear  emergency  situations. 
In  such  situations,  the  SRC  should  take  the  following  steps: 
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1.  Determine  that  an  advocate,  volunteer  or  intern  (SAFEPLAN  or 
from  the  district  attorney's  office,  or  personnel  from  the  district 
attorney's  office)  is  not  available  to  perform  the  service; 

2.  Determine  that  it  is  in  the  client's  best  interest,  taking  into 
consideration  safety; 

3.  Clearly  inform  the  client  that  the  SRC  is  not  an  advocate  and 
cannot  guarantee  confidential  services,  but  that  the  SRC  will 
provide  assistance  as  much  as  possible; 

4.  Introduce  the  client  to  the  advocate  (when  one  becomes  available) 
to  ensure  follow  up  services  with  the  client  and  transfer 
responsibility  for  the  case  to  the  advocate;  and 

5.  Refer  the  client  to  the  local  host  program  or  other  appropriate 
resource. 

D.  Falsification  of  Record  Keeping  and  Statistical  Reporting 

SRCs  may  not  at  any  time  willfully  falsify  any  records,  files  or  statistical 
reports. 

E.  Media  Involvement 

SRCs  may  not  make  comments  to  the  media  regarding  a  SAFEPLAN 
client,  a  particular  SAFEPLAN  case,  the  SAFEPLAN  program  in  general 
or  any  other  subject  related  to  their  job  without  prior  approval  from  MOVA. 
Any  media  requests  must  be  reported  to  the  FVPSM. 

F.  Legislative  Lobbying 

SRCs,  acting  in  a  professional  capacity,  may  not  directly  lobby  any 
member  of  the  legislature  for  funding  for  SAFEPLAN  or  funding  for  other 
domestic  violence  issues  or  legislation  unless  specifically  authorized  by 
the  Executive  Director  of  MOVA.  Any  requests  made  of  the  SRC  to  lobby 
must  be  reported  to  the  FVPSM.  MOVA  will  review  requests  to  lobby  and 
participate  in  "lobby  days"  on  a  case  by  case  basis. 
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SECTION  6:  SAFEPLAN  SENIOR  ADVOCATES 


6.1  Hiring  Process 

All  senior  advocates  are  employees  of  SAFEPLAN  host  programs  and  are 
subject  to  the  hiring  procedures  of  the  host  program.  In  order  for  host  programs 
to  make  the  final  hiring  decision  that  reflects  the  collaborative  nature  of  the 
SAFEPLAN  program,  host  programs  must  adapt  their  hiring  procedures  and 
adhere  to  the  following  guidelines: 

A.  Collaboration  with  SRC 

■  Inform  the  SRC  of  any  vacancies; 

■  Let  the  SRC  know  of  any  desires  to  hire  from  within  host  program; 

■  Give  the  SRC  an  opportunity  to  interview  with  potential  candidates,  if 
the  SRC  so  desires; 

■  Seriously  weigh  the  considerations  of  the  SRC;  and 

■  Inform  the  SRC  of  the  final  hiring  decision. 

B.  General  Guidelines 

■  Hire  a  senior  advocate  who  reflects  the  diversity  of  the  clients  the 
SAFEPLAN  program  serves,  including,  but  not  limited  to  ethnic 
diversity  and  bi-lingual  senior  advocates; 

■  Hire  a  senior  advocate  who  is  qualified  pursuant  to  the  SAFEPLAN  job 
requirements; 

■  Conduct  a  criminal  background  check  and  contact  references  of 
potential  candidates;  and 

■  Form  a  hiring  committee  consisting  of  professionals  who  would  work 
closely  with  the  senior  advocate,  if  host  program  deems  the  hiring 
committee  necessary. 

6.2  Personnel  Policies 

All  SAFEPLAN  senior  advocates  are  employees  of  their  respective  host 
programs  and  are  subject  to  the  personnel  policies  of  those  agencies. 
Additionally,  SAFEPLAN  senior  advocates  and  the  host  program  must  adhere  to 
the  following: 

A.      Conditions  of  Employment 

Permanent  employee  status  as  a  SAFEPLAN  senior  advocate  is 
contingent  upon  successful  completion  of  the  SAFEPLAN  training  and 
certification  process.  The  SRC  shall  inform  the  host  program  whenever  a 
senior  advocate  fails  to  successfully  complete  the  SAFEPLAN  training  and 
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certification  requirements.  The  SRC  may  recommend  that  the  advocate 
be  removed  from  SAFEPLAN  service. 

B.  Salary  and  Benefits 

It  is  expected  that  SAFEPLAN  senior  advocates  will  have  a  salary  that 
reflects  their  level  of  responsibility,  experience  and  education.  The 
-minimum  salary  shall  be  no  less  than  $27,000.  The  salary  of  the  senior 
advocate  shall  not  be  higher  than  that  of  the  SRC  in  that  particular  region. 
It  is  also  expected  that  senior  advocates  will  have  a  benefits  package 
provided  by  the  host  program.  Senior  advocates  may  not  work  part-time. 
Senior  advocate  positions  may  not  be  held  by  more  than  one  advocate 
without  prior  notification  to  and  approval  from  the  SRC  and  the  FVPSM  at 
MOVA 

It  is  expected  that  host  programs  will  advocate  for  additional  funding  for 
senior  advocate  raises  as  needed. 

C.  Performance  Evaluation 

A  senior  advocate  is  subject  to  the  performance  evaluations  of  his  or  her 
respective  host  program.  While  the  SRC  does  not  have  access  to 
confidential  personnel  records  of  the  host  program,  the  SRC  will  be  given 
an  opportunity  to  submit  an  evaluation  of  the  senior  advocate.  The  SRC 
will  provide  input  to  the  host  program  regarding  the  delivery  of  SAFEPLAN 
services,  quality  of  job  performance,  a  senior  advocate's  strengths  and 
also  ways  to  improve  job  performance.  If  a  senior  advocate's 
performance  evaluation  is  unsatisfactory,  the  SRC  may  recommend  to  the 
host  program  that  corrective  action  is  taken  or  that  disciplinary  action  may 
be  taken,  up  to  and  including  termination  of  employment. 

D.  Employee  Resignations 

Senior  advocates  must  give  the  notice  required  by  their  respective  host 
program  when  leaving  their  position.  Senior  advocates  must  also  give 
written  notice  to  the  SRC  at  the  same  time  notice  is  given  to  the  host 
program  prior  to  their  departure. 

E.  Termination 

The  ultimate  decision  to  terminate  the  employment  of  a  senior  advocate 
rests  with  the  host  program.  SRCs  may  make  recommendations  to  a  host 
program  about  whether  or  not  to  terminate  the  employment  of  a  senior 
advocate. 
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F.       Exit  Interview  and  Exit  Memo 


Prior  to  departure,  the  senior  advocate  and  the  SRC  will  meet  to  conduct 
an  exit  interview  to  discuss  the  status  of  the  SAFEPLAN  program  in  that 
particular  region.  The  exit  interview  is  also  an  opportunity  for  the  senior 
advocate  to  provide  constructive  feedback  about  the  SAFEPLAN  program 
and  the  ways  in  which  the  program  might  be  improved.  The  senior 
advocate  is  required  to  create  a  detailed  exit  memo  to  the  SRC  and  the 
Executive  Director  of  the  host  program  explaining  the  current  status  of 
work  projects  and  providing  a  list  of  main  contacts  for  each  project  and 
court.  To  the  greatest  extent  possible,  the  departing  senior  advocate  shall 
assist  the  SRC  with  training  a  new  senior  advocate. 

Roles  and  Responsibilities 

A.  Objective  of  SAFEPLAN  Senior  Advocates 

The  primary  objective  of  SAFEPLAN  senior  advocates  is  to  provide 
comprehensive  direct  services  to  victims  of  domestic  violence  who  come 
to  court  seeking  protection  from  abuse.  Additionally,  senior  advocates 
provide  case  specific  supervision  and  consultation  to  the  SAFEPLAN 
advocates  and  volunteers.  To  accomplish  this  level  of  service,  senior 
advocates  must  provide  professional  and  empathetic  services  for 
domestic  violence  victims,  collaborate  with  the  SRC  and  conduct  ongoing 
qualitative  supervision  of  advocates  and  volunteers.  Senior  advocates  will 
maintain  strict  standards  for  client  confidentiality,  work  closely  with  the 
SRC,  the  host  programs  and  the  victim  witness  program  of  the  district 
attorney's  office. 

B.  Job  Requirements 

■  Bachelor's  degree  in  relevant  field  (may  be  waived  for  relevant 
comparable  level  of  work  or  life  experience); 

■  Thorough  knowledge  of  dynamics  of  domestic  violence; 

■  At  least  two  years  experience  in  working  with  victims  of  domestic 
violence  and/or  crime  victims  (court  experience  preferred); 

■  Knowledge  of  legal  issues  affecting  victims  of  domestic  violence; 

■  Demonstrated  ability  to  work  cooperatively  with  other  professionals; 

■  Ability  to  provide  supervision  and  give  constructive  feedback; 

■  Proven  leadership  skills;  and 

■  Valid  driver's  license  and  reliable  transportation. 
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C.      Boundaries  and  Professional  Conduct 


Senior  advocates  must  maintain  appropriate  and  professional  boundaries 
at  all  times.  Senior  advocates  must  only  perform  duties  within  the 
confines  of  their  SAFEPLAN  job  responsibilities. 

At  all  times  senior  advocates  must: 

■  Promote  empathy,  understanding  and  respect  for  victims  of  domestic 
violence  and  SAFEPLAN  clients; 

■  Act  as  role  models  with  skills  in  systemic  advocacy  and  conflict 
resolution; 

■  Never  publicly  denounce  or  discredit  other  professional  individuals  or 
institutions  with  whom  the  senior  advocates  work; 

■  Maintain  boundaries  of  confidentiality  with  clients  and  the  advocates 
they  supervise;  and 

■  Appear  in  professional  attire. 

D.      Boundaries  and  Professional  Conduct  When  Working  with  Clients 

Senior  advocates  are  responsible  for  maintaining  professional  boundaries 
when  working  with  clients.  These  duties  include,  but  are  not  limited  to: 

■  Avoidance  of  working  on  cases  that  may  remind  them  of  any  personal 
history  with  abuse  in  a  way  that  would  be  an  obstacle  to  providing 
quality  service; 

■  Avoidance  of  becoming  overly  involved  in  their  client  cases.  Senior 
advocates  shall  make  appropriate  referrals  to  other  professionals  to 
provide  services  beyond  the  services  SAFEPLAN  is  intended  to 
provide; 

■  Avoidance  of  entering  a  client's  home  and  accepting  invitations  of 
hospitality  or  engaging  in  other  social  activities; 

■  Avoidance  of  entering  into  friendships  or  dating  relationships  with 
clients  (former  and  current),  defendants  (former  and  current),  or 
members  of  clients  and  defendants  (former  and  current)  families  from 
their  client  caseload;  and 

■  Avoidance  of  disclosing  personal  history  of  abuse  or  other  personal 
issues  to  clients. 

Host  programs  may  impose  stricter  boundaries  than  those  listed  above. 
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E.      Confidentiality  Policies 


The  confidentiality  policy  includes,  but  is  not  limited  to  the  following: 

1.  General  Policies 

■  Senior  advocates  shall  become  familiar  with  the  protections  and 
limitations  of  M.G.L.  Chapter  233,  Section  20K;  and 

■  These  policies  apply  to  both  oral  and  written  client 
communications. 

2.  Working  With  Clients 

Senior  advocates  will: 

■  Inform  victims  of  the  limitations  of  confidentiality; 

■  Be  aware  that  confidential  communications  may  be  jeopardized 
by  the  presence  of  a  non-confidential  third  party; 

■  Keep  confidential  any  information  obtained  about  any  person 
who  receives  services  from  a  SAFEPLAN  employee  or 
volunteer;  and 

■  Not  discuss  any  details  about  a  SAFEPLAN  client's  case  where 
others  can  easily  overhear. 

3.  Exceptions 


SAFEPLAN  senior  advocates  are  required  by  law  to  release  client 
information  confidentiality  in  specific  circumstances  such  as: 

■  child  abuse; 

■  elder  abuse; 

■  abuse  of  a  disabled  person; 

■  homicide; 

■  suicide. 

SAFEPLAN  senior  advocates  must  inform  clients  that 
communications  taking  place  in  front  of  a  non-confidential  third 
party  are  not  privileged  communications  and  the  written  court 
records  and  oral  communications  documented  in  court  proceedings 
are  public  documents  except  where  directly  protected  by  law. 

SAFEPLAN  senior  advocates  must  adhere  to  other  confidentiality 
policies  governed  by  their  respective  host  program. 

SAFEPLAN  senior  advocates  must  inform  clients  of  their  duty  of 
uphold  these  mandates  and  policies.  
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4.  Personal  Safety 

SAFEPLAN  senior  advocates  will: 

■  Keep  identifying  information,  home  phone  numbers,  home 
addresses  of  themselves,  other  employees  and  volunteers 
confidential,  including  SRCs; 

■  Assess  their  own  risk  in  providing  services;  and 

■  Seek  assistance  from  supervisors,  court  personnel  and  law 
enforcement  as  needed  in  situations  where  one  party  becomes 
verbally  or  physically  menacing. 

5.  Receiving  Supervision 

SAFEPLAN  senior  advocates  will: 

■  Use  discretion  and  refrain  from  using  a  client's  name  to  the 
greatest  extent  possible,  when  discussing  a  case  with  a 
supervisor;  and 

■  Obtain  a  signed  release  from  the  client  if  necessary  to  discuss 
the  case  with  the  SRC. 

6.  Working  with  Other  Professionals 

SAFEPLAN  senior  advocates  will: 

■  Not  reveal  to  anyone  who  is  not  employed  with  the  host 
program  the  identity  of  a  SAFEPLAN  client; 

■  Provide  other  professionals  with  information  on  a  need  to  know 
basis;  and 

■  Obtain  a  signed  release  from  the  client  if  necessary  to  discuss 
the  case  with  professionals  outside  of  SAFEPLAN. 

7.  Paperwork  and  Record  Keeping 

SAFEPLAN  senior  advocates  will: 

■  Keep  all  client  files  in  a  locked  cabinet  in  a  safe  and  secure 
area;  and 

■  Never  take  client  files  out  of  the  SAFEPLAN  office  unless 
transporting  them  between  the  host  program  and  the  court. 

8.  Releasing  Client  Information 

SAFEPLAN  senior  advocates  may  only  release  client  information  if 
and  when  they: 

■  Receive  prior  written  consent  obtained  in  advance  from  the 

client; 

■  Inform  the  SRC  and  the  executive  director  of  the  host  program 
when  an  outside  agent  requests  SAFEPLAN  or  court  records 
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pertaining  to  a  SAFEPLAN  client;  the  advocate  will  also  refer 
the  client  to  an  attorney  in  such  cases; 

■  Obtain  specific  authorization  from  the  executive  director  of  the 
host  program  to  release  client  information; 

■  Use  a  release  form  that  requests  specific  information  and  the 
purpose  of  the  requested  information; 

■  Use  a  release  form  that  is  time  limited;  meaning  that  information 
up  to  a  certain  date  may  be  released;  and 

■  Use  a  release  form  that  is  signed  by  both  the  client  and  the 
advocate  or  volunteer  releasing  the  information. 

F.      Direct  Service  Responsibilities 

Senior  advocates  are  responsible  for  providing  direct  services  to 
SAFEPLAN  clients.  These  duties  include,  but  are  not  limited  to: 

1.  Screening  Clients  for  Abuse 

Senior  advocates  must  screen  potential  clients  for  eligibility  for 
SAFEPLAN  client  services. 

2.  Providing  General  Support  to  Clients 

Providing  general  support  to  clients  includes,  but  is  not  limited  to 
the  following: 

■  Expressing  concern  for  the  physical  safety  of  the  client; 

■  Respecting  the  client; 

■  Empathizing  with  the  client's  situation; 

■  Supporting  the  client  by  reducing  self-blame; 

■  Using  the  empowerment  model  to  allow  clients  to  make  their 
own  decision; 

■  Explaining  the  dynamics  of  abuse; 

■  Leaving  the  door  open  for  victims  who  need  services  more  than 
one  time; 

■  Listening  to  the  client's  history  and  needs;  and 

■  Avoiding  harmful  assumptions. 

3.  Safety  Planning 

Senior  advocates  must  complete  a  comprehensive  safety  plan  with 
SAFEPLAN  clients  they  assist.  The  safety  plan  is  individualized  for 
each  client  and  consists  of  ways  for  the  client  to  remain  safe  in 
different  situations.  Some  examples  include,  but  are  not  limited  to: 
Remaining  safe: 

■  With  or  without  the  batterer  in  the  same  residence; 

■  While  assisting  children  to  remain  safe; 
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■  While  awaiting  service  of  the  protective  order; 

■  While  the  protective  order  is  in  effect; 

■  If  the  protective  order  is  not  granted; 

■  During  a  violent  episode;  and 

■  While  preparing  to  leave. 

Additionally,  senior  advocates  shall  make  every  attempt  to  review 
the  comprehensive  safety  plan  with  each  client  that  is  located  in  the 
SAFEPLAN  brochure.  If  time  is  a  factor,  the  senior  advocate  must 
take  measures  to  complete  a  safety  plan  that  takes  into 
consideration  the  immediate  safety  needs  of  the  client  (where  the 
client  is  going  after  court,  where  they  will  stay  that  night,  etc.). 
Senior  advocates  shall  inform  the  client  of  the  option  of  calling  the 
SAFEPLAN  host  program  to  have  another  advocate  complete  the 
comprehensive  safety  plan  at  a  later  date  or  time. 


Senior  advocates  must  always  develop  a  safety  plan  with  a 
SAFEPLAN  client  whether  or  not  the  client  chooses  to  pursue  the 
protective  order  or  chooses  to  receive  SAFEPLAN  services.  If  a 
client  refuses  to  undergo  safety  planning  with  the  advocate,  the 
advocate  must  document  this  in  the  client  file. 


4.       Conducting  Needs  Assessments 

Conducting  a  needs  assessment  for  clients  includes  the  following 
steps,  but  is  not  limited  to: 

1 .  Helping  clients  determine  eligibility  for  a  protective  order; 

2.  Helping  clients  determine  whether  or  not  a  protective  order  is  a 
viable  and  safe  option; 

3.  Assisting  clients  in  identifying  risk  factors  considering  their 
situation; 

4.  Acknowledging  to  clients  that  the  legal  system  will  not  meet  all 
their  safety  and  survival  needs;  victims  may  need  referrals  to 
shelter  or  counseling; 

5.  Assessing  clients'  current  support  systems  and  how  they  can  be 
enhanced; 

6.  Identifying  the  other  community  based  or  criminal  justice 
professionals  working  with  clients  and  how  SAFEPLAN  services 
can  complement  what  is  already  provided; 

7.  Determining  how  a  client  will  contact  services  and  resources  not 
currently  in  the  support  system  to  improve  safety; 

8.  Identifying  any  barriers  such  as  language  that  may  be 
prohibitive  for  SAFEPLAN  clients  to  seek  services; 
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9.  Seeking  assistance  or  intervention  with  the  client's  permission 
from  medical  personnel,  court  security  or  law  enforcement 
victim  safety  is  at  risk;  and 

10.  Seeking  assistance  or  intervention  from  court  security  or  law 
enforcement  when  advocate  safety  is  at  risk. 

5.  Offering  Court  Advocacy 

Court  assistance  duties  include,  but  are  not  limited  to: 

■  Explaining  the  role  of  a  SAFEPLAN  advocate  and  the  limitations 
of  that  role; 

■  Informing  victims  of  their  rights  and  options  under  the  protective 
order  law; 

■  Informing  victims  of  their  right  to  pursue  a  criminal  complaint  for 
the  abuse  they  describe; 

■  Discussing  the  differences  between  protective  orders  and 
criminal  charges; 

■  Assisting  the  client  in  identifying  and  assessing  the  potential 
consequences  and  risk  factors  involved  in  obtaining  a  protective 
order  or  filing  a  criminal  complaint; 

■  Explaining  the  process  for  obtaining  a  protective  order  and  what 
is  expected  of  them; 

■  Assisting  the  client  with  completing  the  application  forms  for  the 
protective  order; 

■  Helping  clients  deal  with  their  nervousness,  ambivalence  or 
other  feelings  surrounding  the  court  process; 

■  Accompanying  the  client  in  court  for  any  protective  order  related 
proceedings; 

■  Advocating  for  a  client  before  the  judge  if  asked  by  the  court 
and  if  the  victim  so  desires;  and 

■  Informing  the  clients  of  assistance  available  through  the  victim 
witness  program  of  the  district  attorney's  office  if  the  client's 
case  progresses  to  a  criminal  proceeding. 

6.  Making  Referrals 

In  addition  to  providing  a  referral  to  the  local  SAFEPLAN  host 
program,  advocates  shall  provide  an  array  of  other  referrals.  The 
types  of  referrals  provided  include,  but  are  not  limited  to.  any  or  all 
of  the  following  alphabetically  listed  state  agencies,  community- 
based  organizations,  or  programs: 

■  Correctional  Facilities 

■  Criminal  History  Systems  Board 

■  Day  Care  Assistance 

■  Department  of  Social  Services 
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■  Department  of  Transitional  Assistance 

■  District  Attorney's  OfficeA/ictim  Witness  Program 

■  Emergency  and  Long-Term  Financial  Assistance 

■  Employment  Assistance  Programs 

■  Family  Violence  Resources 

■  Fuel  Assistance  Programs 

■  Immigrant  and  Refugee  Services 

■  Legal  Services  and/or  Member  of  the  Bar 

■  Mental  Health  Services 

■  Parole 

■  Physicians  or  Hospitals 

■  Police 

■  Probate  Court 

■  Probation 

■  Rape  Crisis  Center 

■  Shelter/Safe  Home 

■  Subsidized  or  Transitional  Housing 

■  Substance  Abuse  Counseling 

■  Victim  Compensation 

■  Visitation  Center 

■  WIC 

7.       Providing  Follow-up  Services 

Follow-up  services  include,  but  are  not  limited  to  the  following: 

■  Making  phone  calls  to  clients  (when  safe  to  do  so)  to  remind 
them  of  date  of  10-day  hearing; 

■  Verifying  with  law  enforcement  or  other  professionals  that  a 
protective  order  has  been  served  on  the  defendant  when 
necessary; 

■  Making  calls  on  behalf  of  clients  to  facilitate  referral  process  with 
the  permission  of  the  client;  and 

■  Making  phone  calls  to  clients  (when  safe  to  do  so)  to  see  if 
further  services  are  needed. 

Court  Security  and  General  Safety 

All  SAFEPLAN  senior  advocates  must  adhere  to  the  following  court 
security  and  general  safety  policies: 

■  Seek  assistance  of  a  court  officer  if/when  a  defendant  makes  or 
attempts  to  make  contact  with  a  SAFEPLAN  client; 

■  Arrange  for  SAFEPLAN  client  to  wait  in  a  secure  area  if  they  are  left 

alone; 

■  Request  escort  services  for  a  victim  to/from  the  SAFEPLAN  office 
to/from  the  courtroom  if  the  need  arises; 

■  Shall  not  provide  escort  services  for  clients; 


SAFEPLAN  Program  Manual 

62 


■  Contact  law  enforcement  on  behalf  of  a  client  with  the  client's 
permission  when  the  client  expresses  concerns  about  returning  home 
or  to  another  designation;  and 

■  Comply  with  court  security  plan. 

H.  Court  Coverage 

Designated  court  coverage  must  be  the  senior  advocates'  primary 
responsibility.  Senior  advocates  may  provide  court  coverage  at  various 
courts,  at  one  specific  court  or  may  fill  in  on  an  as  needed  basis  at  any 
court  within  their  region.  Court  coverage  shall  not  be  full-time  in  order  to 
enhance  the  senior  advocate's  ability  to  fulfill  secondary  responsibilities  of 
providing  supervision  to  advocates  and  volunteers. 

I.  Senior  Advocate  Representation  and  Identification 

At  all  times,  senior  advocates  shall  identify  themselves  as  a  SAFEPLAN 

advocate  from  (name  of  host  agency).  Senior  advocates  shall 

identify  themselves  as  employees  of  their  respective  host  program. 
Senior  advocates  shall  not  identify  themselves  as  employees  of  MOVA, 
the  court  or  the  district  attorney's  office. 

J.      Client  Workload 

A  senior  advocate's  workload  must  remain  at  a  manageable  level, 
allowing  time  for  court  coverage,  direct  service  supervision  of  the 
advocates  and  volunteers,  and  communication  with  the  SRC  and  the  host 
program.  The  client  workload  should  be  at  a  level  which  is  less  than  that 
of  the  advocate's. 

K.      Supervision  of  Advocates,  Volunteers  and  Interns 

Senior  advocates  are  responsible  for  providing  supervision  to  SAFEPLAN 
advocates,  volunteers  and  interns.  This  shall  include,  but  is  not  limited  to: 

1.       Meeting  regularly  with  advocates,  volunteers  and  interns  in 
accordance  with  their  supervision  needs 

■  Provide  case  specific  supervision  and  consultation  to 
SAFEPLAN  advocates  and  volunteers  in  client  related  matters; 

■  Provide  support  and  guidance  to  SAFEPLAN  advocates, 
volunteers  and  interns  in  providing  advocacy  to  victims  of 
domestic  violence; 

■  Be  available  to  advocates,  volunteers  and  interns  on  an 
emergency  basis;  and 

■  Conduct  case  reviews  to  assure  that  advocates,  volunteers  and 
interns  are:  providing  appropriate  referrals,  informing  clients  of 
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legal  options,  maintaining  proper  professional  boundaries  with 
clients,  completing  safety  plans,  and  conducting  needs  and  risk 
assessments. 

2.  Monitoring  advocates  and  volunteers  while  they  complete  the 
training  and  certification  process 

■  Provide  guidance  to  advocates,  volunteers  and  interns  while 
they  shadow  the  senior  advocate  or  level  three  certified 
advocate;  and 

■  Make  an  assessment  as  to  when  the  advocate  or  volunteer  is 
ready  to  begin  performing  direct  service  responsibility  without 
close  monitoring. 

3.  Conduct  ongoing  assessments  of  the  advocates 

■  Conduct  an  annual  written  service  assessment  of  advocates', 
volunteers'  and  interns'  job  performances; 

■  Assess  advocates',  volunteers'  and  interns'  relationships  with 
SAFEPLAN  clients;  and 

■  Assess  advocates',  volunteers'  and  interns'  relationships  with 
court  personnel,  district  attorney's  staff  and  other  allied 
professionals. 

Interaction  with  SRC 

Senior  advocates  shall  interface  with  the  SRC.  These  duties  include,  but 
are  not  limited  to: 

■  Providing  the  SRC  with  notification  of  emergency  absences  when  the 
court  is  not  covered; 

■  Providing  written  notification  of  planned  absences; 

■  Reporting  jointly  to  the  host  program  executive  director  or  program 
director  and  SRC  on  program-related  problems  that  may  arise  in  the 
court; 

■  Assisting  the  SRC  with  recruiting  new  volunteers  and'  advocates  and 
with  the  SAFEPLAN  training  to  the  best  of  their  ability; 

■  Receiving  program  management  oversight  from  the  SRC; 

■  Discussing  court  coverage  schedules  and  conflicting  schedules  of  the 
advocates  and  volunteers;  and 

■  Informing  the  SRC  and  the  executive  director  of  the  host  program  of 
any  supervision  or  programmatic  issues  that  arise  with  the  advocates 
or  volunteers. 
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It  should  be  noted  that  the  role  of  the  senior  advocate  in  this  capacity  should 
not  circumvent  the  duty  and  authority  of  the  executive  director  of  the 
SAFEPLAN  host  program.  The  senior  advocate  will  be  responsible  for  the 
day-to-day  communications  with  the  SRC,  but  will  not  be  responsible  for 
making  major  decisions  regarding  the  services  provided  by  SAFEPLAN. 


M.      Paperwork  and  Data  Collection 

1.  Collection  of  Data 

Senior  advocates  are  responsible  for  submitting  all  SAFEPI_AN 
paperwork  to  the  SRC.  SAFEPLAN  senior  advocates  are  required 
to  keep  accurate  statistical  information  on  each  client  they  serve 
through  the  SAFEPLAN  program.  SAFEPLAN  record  keeping  shall 
be  organized  according  to  SAFEPLAN  client  codes.  The  forms 
developed  by  MOVA  must  be  used.  The  paperwork  must  be 
submitted  regularly  to  the  SRC  who  will  submit  monthly  statistical 
reports  to  MOVA.  SRCs  must  verify  that  statistical  information 
submitted  by  advocates  is  accurate. 

2.  Maintaining  Data 

All  SAFEPLAN  client  paperwork  must  be  kept  in  a  locked  filing 
cabinet  in  a  safe  and  secure  area.  Senior  advocates  shall  not  take 
SAFEPLAN  paperwork  to  areas  other  than  the  courthouse  or  the 
host  program.  All  paperwork  must  be  completed  in  a  SAFEPLAN 
designated  office.  Individual  client  files  should  be  kept  in  a  manner 
that  assures  client  confidentiality. 

Information  in  an  individual  client  file  may  include: 

■  Copies  of  209A  paperwork  and  affidavit; 

■  Documentation  of  services  rendered; 

■  Types  of  referrals  provided;  and 

■  Other  information  required  by  host  agency  and  requested  by 
the  client. 

N.      Collateral  Activities 

Collateral  activities  may  only  be  completed  when  the  direct  service 
responsibilities  of  the  senior  advocate  are  fulfilled.  Collateral  activities 
include,  but  are  not  limited  to: 

■  Trainings,  workshop  or  conferences; 

■  Roundtable  meetings; 

■  Meetings  at  host  agency;  and 
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■    On-call  volunteer  hours. 

O.      Attendance  at  Meetings 

Senior  advocates  shall  attend  host  program  staff  meetings  and  other 
meetings  required  by  the  host  program.  These  meetings  shall  not 
interfere  with  the  delivery  of  services  to  SAFEPLAN  clients  and  the  senior 
advocate's  ability  to  provide  regular  supervision  to  advocates  and 
volunteers. 

P.      Beeper/Pager  Hours 

A  senior  advocate  may  be  requested  by  the  host  program  to  carry  a 
pager.  The  time  requested  to  do  so  shall  only  be  during  regular  working 
hours. 

Q.      Training  and  Education 

All  senior  advocates  must  attend  and  complete  the  SAFEPLAN  training 
and  certification  process.  Senior  advocates  may  also  attend  other 
trainings  and  educational  seminars  that  directly  relate  to  the  senior 
advocate's  duties,  domestic  or  sexual  violence  or  the  SAFEPLAN  program 
mission.  No  more  than  5%  of  a  senior  advocate's  time  should  be  spent 
attending  such  trainings.  All  trainings  must  be  approved  by  the  host 
program  and  notice  given  to  the  SRC.  Senior  advocates  may  be  asked  to 
submit  a  copy  of  the  agenda,  certificate  of  completion  or  other  training 
materials  to  the  SRC.  MOVA  cannot  directly  pay  for  training  costs  for  the 
senior  advocate  unless  it  is  part  of  a  funding  contract. 

R.  Collaboration 

Senior  advocates  may  work  in  collaboration  with  the  SRC,  host  program 
executive  or  program  directors,  advocates,  volunteers,  court  personnel 
and  district  attorney's  victim  witness  assistance  staff.  Senior  advocates 
must  collaborate  with  the  above  mentioned  professionals  and  others  for 
various  meetings  or  projects,  such  as  regional  domestic  violence 
roundtables  or  trainings. 

S.      Subpoenas  or  Civil  Suits 

Any  SAFEPLAN  senior  advocate  who  is  the  subject  of  subpoena  or  a  civil 
suit  related  to  SAFEPLAN  services  must  inform  the  FVPSM,  the  SRC  and 
the  host  program  immediately.  The  FVPSM,  the  SRC  and  the  host 
program  must  be  also  informed  of  any  cases  where  a  SAFEPLAN  client's 
records  are  the  subject  of  a  subpoena.  SAFEPLAN  senior  advocates  may 
not  oct  upon  a  subpoena  themselves.  The  handling  of  such  cases  will  be 
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determined  on  a  case  by  case  basis  in  accordance  with  the  policies  of 
SAFEPU\N  host  programs. 

T.       General  Responsibilities  of  SAFEPLAN  Senior  Advocates 

The  general  responsibilities  of  the  senior  advocate  include,  but  are  not 
limited  to: 

■  Providing  ongoing  case  supervision  to  volunteers  and  advocates; 

■  Adhering  to  confidentiality  policies; 

■  Maintaining  SAFEPLAN  paperwork  and  other  required  paperwork  or 
statistical  forms; 

■  Adhering  to  the  SAFEPLAN  Program  Guidelines;  and 

■  Acting  upon  all  other  reasonable  requests  from  the  SRC  or  the  host 
program  in  accordance  with  program  guidelines. 

6.4  Supervision  of  Senior  Advocate  by  Host  Program 

The  senior  advocate  must  be  directly  supervised  by  the  executive  director, 
program  director  or  another  authorized  employee  of  host  program.  They  must 
meet  on  a  regular  basis  to  conduct  supervision.  Supervision  should  include 
encouraging  the  senior  advocate  to  use  their  personal  and  vacation  time  when  it 
is  needed  to  avoid  potential  frustrations  with  clients  and  burnout. 

6.5  Prohibited  Activities 

Certain  activities  are  prohibited  for  SAFEPLAN  senior  advocates.  No  senior 
advocate  may  engage  in  the  following: 

A.  Legal  Advice 

Under  no  circumstances  shall  a  senior  advocate  give  legal  advice  to  a 
SAFEPLAN  client  or  SAFEPLAN  staff  on  behalf  of  a  client.  Senior 
advocates  shall  not  at  any  time  negotiate  with  the  attorney  of  a 
SAFEPLAN  client  or  a  defendant's  attorney  in  a  SAFEPLAN  case.  Senior 
advocates  must  work  under  the  philosophy  that  clients  are  informed  of 
their  legal  rights  and  options,  but  that  clients  choose  their  own  course  of 
action. 

B.  Providing  Services  to  Friends,  Acquaintances  or  Relatives 

Senior  advocates  must  avoid  providing  SAFEPLAN  services  to  friends, 
acquaintances  or  relatives.  In  circumstances  when  a  friend,  acquaintance 
or  relative  comes  to  court  to  request  services  the  following  steps  shall  be 
taken: 


SAFEPLAN  Program  Manual 
67 


The  senior  advocate  shall: 

1.  Explain  to  the  client  that  senior  advocates  are  prohibited  from 
offering  services  to  friends,  acquaintances  or  relatives; 

2.  Call  a  back  up  advocate,  host  program  staff  member  or  volunteer; 

3.  If  back  up  is  not  available,  ask  a  victim  witness  advocate  to  assist 
the  client; 

4.  If  a  victim  witness  advocate  is  not  available,  ask  court  personnel  for 
assistance;  and 

5.  Ensure  that  other  staff  provide  follow-up  services,  up  to  and 
including  accompaniment  to  the  10-day  hearing;  and 

6.  Assist  clients  only  when  the  above  steps  are  followed  or  if 
requested  to  do  so  by  a  judge. 

Additionally,  senior  advocates  should  not  provide  services  in  cases  where 
the  defendant  is  a  friend,  acquaintance  or  relative.  Senior  advocates  shall 
adhere  to  the  same  procedures  listed  above  in  such  cases. 

Senior  advocates  who  are  bi-lingual  may  assist  persons  known  to  them 
provided  that  they  serve  only  as  a  translator  for  the  services  another 
advocate  is  providing. 

C.  Mediation 

Senior  advocates  are  prohibited  from  conducting  mediation  services.  This 
includes,  but  is  not  limited  to,  requests  from  judges  or  court  personnel.  In 
situations  when  a  senior  advocate  is  to  provide  mediation,  the  senior 
advocate  shall  follow  these  steps: 

1.  Politely  inform  the  judge  that  mediation  is  strictly  prohibited  by  the 
SAFEPLAN  program  guidelines  manual. 

2.  Suggest  an  alternative  plan,  such  as  waiting  until  the  parties  have 
legal  representation. 

D.  Failure  to  Conduct  Safety  Planning  with  Clients 

Senior  advocates  must  always  develop  a  safety  plan  with  a  SAFEPLAN 
client  whether  or  not  the  client  chooses  to  pursue  the  protective  order  or 
chooses  to  receive  SAFEPLAN  services.  If  a  client  refuses  to  receive  this 
assistance,  it  shall  be  documented  in  the  client's  file. 
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E.      Violations  of  Client  Confidentiality 


Senior  advocates  may  not  at  any  time,  under  any  circumstances  willfully 
violate  client  confidentiality. 

F.  Escorting  Clients 

Senior  advocates  may  not  provide  any  escort  services  directly  to 
SAFEPLAN  clients  outside  of  the  confines  of  the  courthouse.  Senior 
advocates  shall  not  escort  clients  to  their  homes,  vehicles  or  to  other 
public  places  where  security  measures  are  at  a  minimum. 

G.  Criminal  Case  Involvement 

Senior  advocates  may  not  provide  advocacy  services  to  a  client  specific  to 
a  criminal  case.  At  all  times,  senior  advocates  shall  refer  SAFEPLAN 
clients  to  the  victim  witness  assistance  program  of  the  local  district 
attorney's  office  to  address  criminal  matters.  The  senior  advocates  may 
work  with  the  district  attorney's  victim  witness  advocate  to  provide  specific 
advocacy  for  the  209A  case. 

H.  Long-term  Counseling 

Senior  advocates,  even  those  with  counseling  degrees,  may  not  provide 
counseling  or  therapy  to  SAFEPLAN  clients.  Senior  advocates  must  refer 
clients  with  counseling  or  therapy  needs  to  counseling  services  outside 
the  scope  of  SAFEPLAN. 

I.  Media  Involvement 

Senior  advocates  may  not  make  comments  to  the  media  regarding  a 
SAFEPLAN  client,  a  particular  SAFEPLAN  case,  or  the  SAFEPLAN 
program  in  general  without  prior  approval  from  MOVA  and  the  host 
program.  Any  media  requests  made  of  a  senior  advocate  must  be 
reported  to  the  SRC,  the  host  program  and  the  FVPSM  immediately. 
Senior  advocates  may  only  provide  the  media  with  published  SAFEPLAN 
materials. 

J.       Legislative  Lobbying 

Senior  advocates  may  not  lobby  any  member  of  the  legislature  for  funding 
for  SAFEPLAN  unless  specifically  authorized  by  the  Executive  Director  of 
MOVA.  Senior  advocates  may  not  represent  themselves  as  SAFEPLAN 
affiliates  when  lobbying  for  SAFEPLAN  or  other  issues  unless  specifically 
authorized  by  the  Executive  Director  of  MOVA. 
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Accumulated  "Flex  time" 

Accumulated  "flex"  time  given  by  the  host  program  and  subsequently  used 
by  the  senior  advocate  may  not  interfere  with  court  coverage  and 
advocate  supervision. 
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SECTION  7:  SAFEPLAN  ADVOCATES 


7.1  Hiring  Process 

All  advocates  are  employees  of  SAFEPLAN  host  programs  and  are  subject  to  the 
hiring  procedures  of  the  host  program.  In  order  for  host  programs  to  make  the 
final  hiring  decision  that  reflects  the  collaborative  nature  of  the  SAFEPLAN 
program,  host  programs  shall  adapt  their  hiring  procedures  and  adhere  to  the 
following  guidelines: 

A.  Collaboration  with  SRC 

■  Inform  the  SRC  of  any  vacancies; 

■  Let  the  SRC  know  of  any  desires  to  hire  from  within  host  program; 

■  Give  the  SRC  an  opportunity  to  interview  with  potential  candidate,  if 
the  SRC  so  desires; 

■  Seriously  weigh  the  considerations  of  the  SRC;  and 

■  Inform  the  SRC  of  the  final  hiring  decision. 

B.  General  Guidelines 

■  Hire  an  advocate  who  reflects  the  diversity  of  the  clients  the 
SAFEPLAN  program  serves,  including,  but  not  limited  to  ethnic 
diversity  and  bi-lingual  advocates; 

■  Hire  an  advocate  who  is  qualified  pursuant  to  the  SAFEPLAN  job 
requirements; 

■  Conduct  a  criminal  background  check  and  contact  references  of 
potential  candidates;  and 

■  Form  a  hiring  committee  consisting  of  professionals  who  would  work 
closely  with  the  advocate,  if  host  program  deems  the  hiring  committee 
necessary. 

7.2  Personnel  Policies 

All  SAFEPLAN  advocates  are  employees  of  their  respective  host  programs  and 
are  subject  to  the  personnel  policies  of  those  agencies.  Additionally,  SAFEPLAN 
advocates  and  host  programs  must  adhere  to  the  following: 

A.      Conditions  of  Employment 

Permanent  employee  status  as  a  SAFEPLAN  advocate  is  contingent  upon 
successful  completion  of  the  SAFEPLAN  training  and  certification  process. 
The  SRC  shall  inform  the  host  program  whenever  an  advocate  fails  to 
successfully  complete  SAFEPLAN  training  and  certification  requirements. 
The  SRC  may  recommend  that  the  advocate  be  removed  from 
SAFEPLAN  service. 
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B.      Salary  and  Benefits 


It  is  expected  that  SAFEPLAN  advocates  will  have  a  salary  that  reflects 
their  level  of  responsibility,  experience  and  education.  Salary  levels  may 
range  from  $22,000  to  $26,000  for  full  time  employees  and  a  pro-rated 
salary  for  advocates  who  work  on  a  part-time  basis.  The  salary  of  an 
advocate  shall  not  be  higher  than  that  of  the  senior  advocate.  It  is  also 
expected  that  full  time  advocates  will  have  a  benefits  package  provided  by 
the  host  program. 

It  is  expected  that  host  programs  will  advocate  for  additional  funding  for 
advocate  raises  as  needed. 

C.  Performance  Evaluation 

An  advocate  is  subject  to  the  performance  evaluations  of  his  or  her 
respective  host  program.  While  the  SRC  does  not  have  access  to 
confidential  personnel  records  of  the  host  program,  the  SRC  will  be  given 
an  opportunity  to  submit  an  evaluation  of  an  advocate.  The  SRC  will 
provide  input  to  the  host  program  regarding  the  delivery  of  SAFEPLAN 
services,  quality  of  job  performance,  an  advocate's  strengths  and  also 
ways  to  improve  job  performance.  If  an  advocate's  performance 
evaluation  is  unsatisfactory,  the  SRC  may  recommend  to  the  host 
program  that  corrective  action  is  taken  or  that  disciplinary  action  may  be 
taken,  up  to  and  including  termination  of  employment. 

D.  Employee  Resignations 

SAFEPLAN  advocates  must  give  the  notice  required  by  their  respective 
host  program  when  leaving  their  position.  SAFEPLAN  advocates  must 
also  give  written  notice  to  the  SRC  and  the  senior  advocate  at  the  same 
time  notice  is  given  to  the  host  program  prior  to  their  departure. 

E.  Termination 

The  ultimate  decision  to  terminate  the  employment  of  an  advocate  rests 
with  the  host  program.  The  SRC  and  senior  advocate  may  make 
recommendations  to  a  host  program  whether  or  not  to  terminate  the 
employment  of  a  SAFEPLAN  advocate. 

F.  Exit  Interview  and  Exit  Memo 

Prior  to  departure,  the  advocate,  the  senior  advocate  and  the  SRC  will 
meet  to  conduct  an  exit  interview  to  discuss  the  status  of  the  SAFEPLAN 
program  in  that  particular  court.  The  exit  interview  is  also  an  opportunity 
for  the  advocate  to  provide  constructive  feedback  about  the  SAFEPLAN 
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program  and  the  ways  in  which  the  program  might  be  improved.  The 
advocate  is  required  to  create  a  detailed  exit  memo  to  the  senior 
advocate,  the  SRC  and  the  Executive  Director  of  the  host  program 
explaining  the  current  status  of  work  projects  and  providing  a  list  of  main 
contacts  for  each  project  and  court.  To  the  greatest  extent  possible,  the 
departing  advocate  shall  assist  the  SRC  and  the  senior  advocate  with 
training  a  new  advocate. 

Roles  and  Responsibilities 

A.  Objective  of  SAFEPLAN  Advocates: 

The  objective  of  SAFEPLAN  advocates  is  to  provide  comprehensive  direct 
services  to  victims  of  domestic  violence  who  come  to  court  seeking 
protection  from  abuse.  To  accomplish  this  level  of  service,  advocates 
must  provide  professional,  empathetic  services  for  domestic  violence 
victims,  maintain  strict  standards  for  client  confidentiality,  and  work  closely 
with  the  SRC,  the  senior  advocate,  the  host  program,  court  personnel  and 
the  district  attorney's  office. 

B.  Job  Requirements 

■  Bachelor's  degree  in  relevant  field  (may  be  waived  for  relevant 
comparable  level  of  work  or  life  experience); 

■  Thorough  knowledge  of  dynamics  of  domestic  violence; 

■  Prior  experience  in  working  with  victims  of  domestic  violence  and/or 
crime  victims  (court  experience  preferred); 

■  Knowledge  of  legal  issues  affecting  victims  of  domestic  violence; 

■  Demonstrated  ability  to  work  cooperatively  with  other  professionals; 
and 

■  Valid  driver's  license  and  reliable  transportation. 

C.  Boundaries  and  Professional  Conduct 

Advocates  must  maintain  appropriate  and  professional  boundaries  at  all 
times.  Advocates  must  only  perform  duties  within  the  confines  of  their 
SAFEPLAN  job  responsibilities. 

At  all  times  advocates  must: 

■  Promote  empathy,  understanding  and  respect  for  victims  of  domestic 
violence  and  SAFEPLAN  clients; 

■  Act  as  role  models  with  skills  in  systemic  advocacy  and  conflict 
resolution; 

■  Never  publicly  denounce  or  discredit  other  professional  individuals  or 
institutions  with  whom  the  advocates  work;  and 

■  Appear  in  professional  attire. 
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D.  Boundaries  and  Professional  Conduct  When  Working  with  Clients 

Advocates  are  responsible  for  maintaining  professional  boundaries  when 
working  with  clients.  These  duties  include,  but  are  not  limited  to: 

■  Maintain  boundaries  of  confidentiality; 

■  Avoidance  of  working  on  cases  that  may  remind  them  of  any  personal 
history  of  abuse  in  a  way  that  would  be  an  obstacle  to  providing  quality 
service; 

■  Avoidance  of  becoming  overly  involved  in  their  client  cases.  Advocates 
shall  make  appropriate  referrals  to  other  professionals  to  provide 
services  beyond  the  services  SAFEPLAN  is  intended  to  provide; 

■  Avoidance  of  entering  a  client's  home  and  accepting  invitations  of 
hospitality  or  engaging  in  other  social  activities; 

■  Avoidance  of  entering  into  friendships  or  dating  relationships  with 
clients  (former  and  current),  defendants  (former  and  current),  or 
members  of  clients  and  defendants  (former  and  current)  families  from 
their  client  caseload;  and 

■  Avoidance  of  disclosing  personal  history  of  abuse  or  other  personal 
issues  to  clients. 

Host  programs  may  impose  stricter  boundaries  than  those  listed  above. 

E.  Confidentiality  Policies 

The  confidentiality  policy  includes,  but  is  not  limited  to  the  following: 

1.  General  Policies 

■  Advocates  shall  become  familiar  with  the  protections  and 
limitations  of  M.G.L.  Chapter  233,  Section  20K;  and 

■  These  policies  apply  to  both  oral  and  written  client 
communications. 

2.  Working  With  Clients 

Advocates  will: 

■  Inform  victims  of  the  limitations  of  confidentiality. 

■  Be  aware  that  confidential  communications  may  be  jeopardized 
by  the  presence  of  a  non-confidential  third  party; 

■  Keep  confidential  any  information  obtained  about  any  person 
who  receives  services  from  a  SAFEPLAN  employee  or 
volunteer;  and 

■  Not  discuss  any  details  about  a  SAFEPLAN  client's  case  where 
others  can  easily  overhear. 
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3.  Exceptions 


SAFEPLAN  advocates  are  required  by  law  to  release  client 
information  confidentiality  in  specific  circumstances  such  as: 

■  child  abuse; 

■  elder  abuse; 

■  abuse  of  a  disabled  person; 

■  homicide; 

■  suicide. 

SAFEPLAN  advocates  must  inform  clients  that  communications 
taking  place  in  front  of  a  non-confidential  third  party  are  not 
privileged  communications  and  the  written  court  records  and  oral 
communications  documented  in  court  proceedings  are  public 
documents  except  where  directly  protected  by  law. 

SAFEPLAN  advocates  must  adhere  to  other  confidentiality  policies 
governed  by  their  respective  host  program. 

SAFEPLAN  advocates  must  inform  clients  of  their  duty  of  uphold 
these  mandates  and  policies. 


4.  Personal  Safety 

SAFEPLAN  advocates  will: 

■  Keep  identifying  information,  home  phone  numbers,  home 
addresses  of  themselves,  other  employees  and  volunteers 
confidential,  including  SRCs; 

■  Assess  their  own  risk  in  providing  services;  and 

■  Seek  assistance  from  supervisors,  court  personnel  and  law 
enforcement  as  needed  in  situations  where  one  party  becomes 
verbally  or  physically  menacing. 

5.  Receiving  Supervision 

SAFEPLAN  advocates  will: 

■  Use  discretion  and  refrain  from  using  a  client's  name  to  the 
greatest  extent  possible,  when  discussing  a  case  with  a 
supervisor;  and 

■  Obtain  a  signed  release  from  the  client  if  necessary  to  discuss 
the  case  with  the  SRC. 
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6.  Working  with  Other  Professionals 

SAFEPLAN  advocates  will: 

■  Not  reveal  to  anyone  who  is  not  employed  with  the  host 
program  the  identity  of  a  SAFEPLAN  client; 

■  Provide  other  professionals  with  information  on  a  need  to  know 
basis;  and 

■  Obtain  a  signed  release  from  the  client  if  necessary  to  discuss 
the  case  with  professionals  outside  of  SAFEPI_AN. 

7.  Paperwork  and  Record  Keeping 

SAFEPLAN  advocates  will: 

■  Keep  all  client  files  in  a  locked  cabinet  in  a  safe  and  secure 
area;  and 

■  Never  take  client  files  out  of  the  SAFEPLAN  office  unless 
transporting  them  between  the  host  program  and  the  court. 

8.  Releasing  Client  Information 

SAFEPLAN  advocates  may  only  release  client  information  if  and 
when  they: 

■  Receive  prior  written  consent  obtained  in  advance  from  the 
client; 

■  Inform  the  senior  advocate,  the  SRC  and  the  executive  director 
of  the  host  program  when  an  outside  agent  requests 
SAFEPLAN  or  court  records  pertaining  to  a  SAFEPLAN  client; 
the  advocate  will  also  refer  the  client  to  an  attorney  in  such 

cases; 

■  Obtain  specific  authorization  from  the  executive  director  of  the 
host  program  to  release  client  information; 

■  Use  a  release  form  that  requests  specific  information  and  the 
purpose  of  the  requested  information; 

■  Use  a  release  form  that  is  time  limited;  meaning  that  information 
up  to  a  certain  date  may  be  released;  and 

■  Use  a  release  form  that  is  signed  by  both  the  client  and  the 
advocate  or  volunteer  releasing  the  information. 
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F.       Direct  Service  Responsibilities 


Advocates  are  responsible  for  providing  direct  services  to  SAFEPLAN 
clients.  These  duties  include,  but  are  not  limited  to: 

1.  Screening  clients  for  abuse 

Advocates  must  screen  potential  clients  for  eligibility  for 
SAFEPLAN  client  services. 

2.  Providing  general  support  to  clients 

Providing  general  support  to  clients  includes,  but  is  not  limited  to 
the  following: 

■  Expressing  concern  for  the  physical  safety  of  the  client; 

■  Respecting  the  client; 

■  Empathizing  with  the  client's  situation; 

■  Supporting  the  client  by  reducing  self-blame; 

■  Using  the  empowerment  model  to  allow  clients  to  make  their 
own  decision; 

■  Explaining  the  dynamics  of  abuse; 

■  Leaving  the  door  open  for  victims  who  need  services  more  than 
one  time; 

■  Listening  to  the  client's  history  and  needs;  and 

■  Avoiding  harmful  assumptions. 

3.  Safety  Planning 

Advocates  must  complete  a  comprehensive  safety  plan  with 
SAFEPLAN  clients  they  assist.  The  safety  plan  is  individualized  for 
each  client  and  consists  of  ways  for  the  client  to  remain  safe  in 
different  situations.  Some  examples  include,  but  are  not  limited  to: 
Remaining  safe: 

■  With  or  without  the  batterer  in  the  same  residence; 

■  While  assisting  children  to  remain  safe; 

■  While  awaiting  service  of  the  protective  order; 

■  While  the  protective  order  is  in  effect; 

■  If  the  protective  order  is  not  granted; 

■  During  a  violent  episode;  and 

■  While  preparing  to  leave. 

Additionally,  advocates  shall  make  every  attempt  to  review  the 
comprehensive  safety  plan  with  each  client  that  is  located  in  the 
SAFEPLAN  brochure.  If  time  is  a  factor,  the  advocate  must  take 
measures  to  complete  a  safety  plan  that  takes  into  consideration 
the  immediate  safety  needs  of  the  client  (where  the  client  is  going 
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after  court,  where  they  will  stay  that  night,  etc.).  Advocates  shall 
inform  the  client  of  the  option  of  calling  the  SAFEPLAN  host 
program  to  have  another  advocate  complete  the  comprehensive 
safety  plan  at  a  later  date  or  time. 


Advocates  must  always  develop  a  safety  plan  with  a  SAFEPLAN 
client  whether  or  not  the  client  chooses  to  pursue  the  protective 
order  or  chooses  to  receive  SAFEPLAN  services.  If  a  client  refuses 
to  undergo  safety  planning  with  the  advocate,  the  advocate  must 
document  this  in  the  client  file. 


4.  Conducting  needs  assessments 

Conducting  a  needs  assessment  for  clients  includes  the  following 
steps,  but  is  not  limited  to: 

1 .  Helping  clients  determine  eligibility  for  a  protective  order; 

2.  Helping  clients  determine  whether  or  not  a  protective  order  is  a 
viable  and  safe  option; 

3.  Assisting  clients  in  identifying  risk  factors  considering  their 
situation; 

4.  Acknowledging  to  clients  that  the  legal  system  will  not  meet  all 
their  safety  and  survival  needs;  victims  may  need  referrals  to 
shelter  or  counseling; 

5.  Assessing  clients'  current  support  systems  and  how  they  can  be 
enhanced; 

6.  Identifying  the  other  community  based  or  criminal  justice 
professionals  working  with  clients  and  how  SAFEPLAN  services 
can  complement  what  is  already  provided; 

7.  Determining  how  a  client  will  contact  services  and  resources  not 
currently  in  the  support  system  to  improve  safety; 

8.  Identifying  any  barriers  such  as  language  that  may  be 
prohibitive  for  SAFEPLAN  clients  to  seek  services; 

9.  Seeking  assistance  or  intervention  with  the  client's  permission 
from  medical  personnel,  court  security  or  law  enforcement  when 
victim  safety  is  at  risk;  and 

10.  Seeking  assistance  or  intervention  from  court  security  or  law 
enforcement  when  advocate  safety  is  at  risk. 

5.  Offering  court  advocacy 

Court  assistance  duties  include,  but  are  not  limited  to: 

■  Explaining  the  role  of  a  SAFEPLAN  advocate  and  the  limitations 
of  that  role; 

■  Informing  victims  of  their  rights  and  options  under  the  protective 
order  law; 
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■  Informing  victims  of  their  right  to  pursue  a  criminal  complaint  for 
the  abuse  they  describe; 

■  Discussing  the  differences  between  protective  orders  and 
criminal  charges; 

■  Assisting  the  client  in  identifying  and  assessing  the  potential 
consequences  and  risk  factors  involved  in  obtaining  a  protective 
order  or  filing  a  criminal  complaint; 

■  Explaining  the  process  for  obtaining  a  protective  order  and  what 
is  expected  of  them; 

■  Assisting  the  client  with  completing  the  application  forms  for  the 
protective  order; 

■  Helping  clients  deal  with  their  nervousness,  ambivalence  or 
other  feelings  surrounding  the  court  process; 

■  Accompanying  the  client  in  court  for  any  protective  order  related 
proceedings; 

■  Advocating  for  a  client  before  the  judge  if  asked  by  the  court 
and  if  the  victim  so  desires;  and 

■  Informing  the  clients  of  assistance  available  through  the  victim 
witness  program  of  the  district  attorney's  office  if  the  client's 
case  progresses  to  a  criminal  proceeding. 

6.       Making  Referrals 

In  addition  to  providing  a  referral  to  the  local  SAFEPLAN  host 
program,  advocates  shall  provide  an  array  of  other  referrals.  The 
types  of  referrals  provided  include,  but  are  not  limited  to,  any  or  all 
of  the  following  alphabetically  listed  state  agencies,  community- 
based  organizations,  or  programs: 

■  Correctional  Facilities 

■  Criminal  History  Systems  Board 

■  Day  Care  Assistance 

■  Department  of  Social  Services 

■  Department  of  Transitional  Assistance 

■  District  Attorney's  OfficeA/ictim  Witness  Program 

■  Emergency  and  Long-Term  Financial  Assistance 

■  Employment  Assistance  Programs 

■  Family  Violence  Resources 

■  Fuel  Assistance  Programs 

■  Immigrant  and  Refugee  Services 

■  Legal  Services  and/or  Member  of  the  Bar 

■  Mental  Health  Services 

■  Parole 

■  Physicians  or  Hospitals 

■  Police 

■  Probate  Court 
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■  Probation 

■  Rape  Crisis  Center 

■  Shelter/Safe  Home 

■  Subsidized  or  Transitional  Housing 

■  Substance  Abuse  Counseling 

■  Victim  Compensation 

■  Visitation  Center 

■  WIC 

7.       Providing  Follow-up  Services 

Follow-up  services  include,  but  are  not  limited  to  the  following: 

■  Making  phone  calls  to  clients  (when  safe  to  do  so)  to  remind 
them  of  date  of  10-day  hearing; 

■  Verifying  with  law  enforcement  or  other  professionals  that  a 
protective  order  has  been  served  on  the  defendant  when 
necessary; 

■  Making  calls  on  behalf  of  clients  to  facilitate  referral  process  with 
the  permission  of  the  client;  and 

■  Making  phone  calls  to  clients  (when  safe  to  do  so)  to  see  if 
further  services  are  needed. 

G.  Court  Security  and  General  Safety 

All  SAFEPLAN  advocates  must  adhere  to  the  following  court  security  and 
general  safety  policies: 

■  Seek  assistance  of  a  court  officer  if/when  a  defendant  makes  or 
attempts  to  make  contact  with  a  SAFEPLAN  client; 

■  Arrange  for  SAFEPLAN  client  to  wait  in  a  secure  area  if  they  are  left 
alone; 

■  Request  escort  services  for  a  victim  to/from  the  SAFEPLAN  office 
to/from  the  courtroom  if  the  need  arises; 

■  Shall  not  provide  escort  services  for  clients; 

■  Contact  law  enforcement  on  behalf  of  a  client  with  the  client's 
permission  when  the  client  expresses  concerns  about  returning  home 
or  to  another  designation;  and 

■  Comply  with  court  security  plan. 

H.  Court  Coverage 

Designated  court  coverage  must  be  the  advocate's  primary  responsibility. 
Advocates  may  provide  court  coverage  at  various  courts,  at  one  specific 
court  or  may  fill  in  on  an  as  needed  basis  at  any  court  within  their  region. 
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I.       Advocate  Representation  and  Identification 

At  all  times,  advocates  shall  identify  themselves  as  a  SAFEPLAN 

advocate  from  (name  of  host  agency).  Advocates  shall  identify 

themselves  as  employees  of  their  respective  host  program.  Advocates 
shall  not  identify  themselves  as  employees  of  MOVA,  the  court  or  the 
district  attorney's  office. 

J.       Client  Workloads 

An  advocate's  workload  must  remain  at  a  manageable  level.  Advocates 
are  required  to  spend  adequate  time  with  each  SAFEPLAN  client  to 
conduct  a  needs  assessment  and  comprehensive  safety  planning. 

K.      Interaction  with  the  SRC 

Advocates  must  meet  regularly  with  the  SRC.  These  meetings  include, 
but  are  not  limited  to: 

■  Reporting  regularly  to  the  SRC  any  program-related  problems  that 
arise  in  the  court; 

■  Receiving  program  management  oversight  from  SRC;  and 

■  Discussing  court  coverage  schedules  and  conflicts. 

L.       Paperwork  and  Data  Collection 

1.  Collection  of  Data 

Advocates  are  responsible  for  submitting  all  SAFEPLAN  paperwork 
to  the  SRC.  SAFEPLAN  advocates  are  required  to  keep  accurate 
statistical  information  on  each  client  they  serve  through  the 
SAFEPLAN  program.  SAFEPLAN  record  keeping  shall  be 
organized  according  to  SAFEPLAN  client  codes.  The  forms 
developed  by  MOVA  must  be  used.  The  paperwork  must  be 
submitted  regularly  to  the  SRC  who  will  submit  monthly  statistical 
reports  to  MOVA.  SRCs  must  verify  that  statistical  information 
submitted  by  advocates  is  accurate. 

2.  Maintaining  Data 

All  SAFEPLAN  client  paperwork  must  be  kept  in  a  locked  filing 
cabinet  in  a  safe  and  secure  area.  Advocates  shall  not  take 
SAFEPLAN  paperwork  to  areas  other  than  the  courthouse  or  the 
host  program.  All  paperwork  must  be  completed  in  a  SAFEPLAN 
designated  office.  Individual  client  files  should  be  kept  in  a  manner 
that  assures  client  confidentiality. 


SAFEPLAN  Program  Manual 
81 


Information  in  an  individual  client  file  may  include: 

■  Copies  of  209A  paperwork  and  affidavit; 

■  Documentation  of  services  rendered; 

■  Types  of  referrals  provided;  and 

■  Other  information  required  by  host  agency  and  requested  by  the 
client. 

M.      Collateral  Activities 

Collateral  activities  may  only  be  completed  when  arrangements  for  court 
coverage  have  been  made.  Collateral  activities  include,  but  are  not  limited 

to: 

■  Trainings,  workshops  or  conferences; 

■  Roundtable  meetings;  and 

■  Meetings  at  host  agency. 

N.      Beeper/Pager  Hours 

An  advocate  may  be  requested  by  the  host  program  to  carry  a  pager. 
Advocates  shall  only  carry  a  pager  during  regular  working  hours. 

O.      Training  and  Education 

After  completion  of  the  SAFEPLAN  host  program  volunteer  training,  all 
advocates  must  attend  and  complete  the  SAFEPLAN  training  and 
certification  process.  Advocates  may  also  attend  other  trainings  and 
educational  seminars  that  directly  relate  to  the  advocate's  duties,  domestic 
or  sexual  violence  or  the  SAFEPLAN  program  mission.  No  more  than  5% 
of  an  advocate's  time  on  an  annual  basis  should  be  spent  attending  such 
trainings.  All  trainings  must  be  approved  by  the  host  program  and  notice 
given  to  the  SRC  and  senior  advocate.  Advocates  may  be  asked  to  submit 
a  copy  of  the  agenda,  certificate  of  completion  or  other  training  materials 
to  the  SRC.  MOVA  cannot  directly  pay  for  training  cost  for  the  advocate 
unless  it  is  part  of  a  funding  contract. 

P.  Collaboration 

Advocates  may  work  in  collaboration  with  the  SRC,  host  program 
executive  or  program  directors,  advocates,  volunteers,  court  personnel 
and  district  attorney's  victim  witness  assistance  staff.  Advocates  may 
collaborate  with  the  above  mentioned  professionals  and  others  for  various 
meetings  or  projects,  such  as  the  regional  domestic  violence  roundtable  or 
trainings. 
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Q.      Subpoenas  or  Civil  Suits 

Any  SAFEPLAN  advocate  who  is  the  subject  of  subpoena  or  a  civil  suit 
related  to  SAFEPLAN  services  must  inform  the  FVPSM,  the  SRC  and  the 
host  program  immediately.  The  FVPSM,  the  SRC  and  the  host  program 
must  also  be  informed  of  any  cases  where  a  SAFEPLAN  client's  records 
are  the  subject  of  a  subpoena.  SAFEPLAN  advocates  may  not  act  upon  a 
subpoena  themselves.  The  handling  of  such  cases  will  be  determined  on 
a  case  by  case  basis  in  accordance  with  the  policies  of  SAFEPLAN  host 
programs. 

R.      General  Responsibilities  of  SAFEPLAN  Advocates 

The  general  responsibilities  of  advocates  include,  but  are  not  limited  to: 

■  Adhering  to  confidentiality  policies; 

■  Maintaining  SAFEPLAN  paperwork  and  other  required  paperwork  or 
statistical  forms; 

■  Adhering  to  the  SAFEPLAN  Program  Guidelines;  and 

■  Acting  upon  all  other  reasonable  requests  from  the  SRC,  the  senior 
advocate,  or  the  host  program  in  accordance  with  program  guidelines. 

Supervision  of  Advocate  by  Senior  Advocate 

Regularly  scheduled  supervision  must  occur  for  the  advocate.  Supervision  shall 
be  structured  as  follows: 

A.  Meeting  regularly  with  the  senior  advocate 

Advocates  shall: 

■  Inform  senior  advocate  of  their  supervision  needs; 

■  Inform  senior  advocate  of  specific  case  related  matters  they  wish  to 
receive  supervision  on; 

■  Contact  senior  advocate  on  an  emergency  basis  if  a  particularly 
difficult  case  arises;  and 

■  Inform  senior  advocate  of  all  services  provided  to  clients. 

B.  Receive  guidance  from  senior  advocate  while  completing  the  training 
and  certification  process 

■  Observe  senior  advocate  working  with  clients  during  shadowing;  and 

■  Ask  general  and  case  specific  advocacy  questions  of  senior  advocate 
while  shadowing. 

C.  Participate  in  regular  performance  evaluations 

■  Make  oral  and  written  self-assessments  regarding  job  performance. 
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Prohibited  Activities 


Certain  activities  are  prohibited  for  SAFEPLAN  advocates.  No  advocate  may 
engage  in  the  following: 

A.  Legal  Advice 

Under  no  circumstances  shall  an  advocate  give  legal  advice  to  a 
SAFEPLAN  client  or  SAFEPLAN  staff  on  behalf  of  a  client.  Advocates 
shall  not  at  any  time  negotiate  with  the  attorney  of  a  SAFEPLAN  client  or  a 
defendant's  attorney  in  a  SAFEPLAN  case.  Advocates  must  work  under 
the  philosophy  that  clients  are  informed  of  their  legal  rights  and  options, 
but  that  clients  choose  their  own  course  of  action. 

B.  Providing  Services  to  Friends,  Acquaintances  or  Relatives 

Advocates  must  avoid  providing  SAFEPLAN  services  to  friends, 
acquaintances  or  relatives.  In  circumstances  when  a  friend,  acquaintance 
or  relative  comes  to  court  to  request  services  the  following  steps  shall  be 
taken: 

The  advocate  shall: 

1.  Explain  to  the  client  that  volunteer  and  intern  advocates  are 
prohibited  from  offering  services  to  friends,  acquaintances  or 
relatives; 

2.  Call  a  back-up  advocate,  host  program  staff  member  or  volunteer; 

3.  If  back-up  is  not  available,  ask  a  victim  witness  advocate  to  assist 
the  client; 

4.  If  a  victim  witness  advocates  is  not  available,  ask  court  personnel 
for  assistance;  and 

5.  Ensure  that  other  staff  provides  follow  up  services,  up  to  and 
including  accompaniment  to  the  10-day  hearing;  and 

6.  Assist  clients  only  when  above  steps  are  followed  or  if  requested  to 
do  so  by  a  judge. 

Additionally,  advocates  should  not  provide  services  in  cases  where  the 
defendant  is  a  friend,  acquaintance  or  relative.  Advocates  shall  adhere  to 
the  same  procedures  listed  above  in  such  cases. 

Advocates  who  are  bi-lingual  may  assist  persons  known  to  them  provided 
that  they  serve  only  as  a  translator  for  the  services  another  advocate  is 
providing. 
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C.  Mediation 


Advocates  are  prohibited  from  conducting  mediation  services.  This 
includes,  but  is  not  limited  to,  requests  from  judges  or  court  personnel.  In 
situations  when  an  advocate  is  to  provide  mediation,  the  advocate  shall 
follow  these  steps: 

1.  Politely  inform  the  judge  that  mediation  is  strictly  prohibited  by  the 
SAFEPLAN  program  guidelines  manual. 

2.  Suggest  an  alternative  plan,  such  as  waiting  until  the  parties  have 
legal  representation. 

D.  Failure  to  Conduct  Safety  Planning  with  Clients 

Advocates  must  always  develop  a  safety  plan  with  a  SAFEPLAN  client 
whether  or  not  the  client  chooses  to  pursue  the  protective  order  or 
chooses  to  receive  SAFEPLAN  services.  If  a  client  refuses  to  receive 
their  assistance,  it  shall  be  documented  in  the  client's  file. 

E.  Violations  of  Client  Confidentiality 

Advocates  may  not  at  any  time,  under  any  circumstances  willfully  violate 
client  confidentiality. 

F.  Escorting  Clients 

Advocates  may  not  provide  any  escort  services  directly  to  SAFEPLAN 
clients  outside  of  the  confines  of  the  courthouse.  Advocates  shall  not 
escort  clients  to  their  homes,  vehicles  or  to  other  public  places  where 
security  measures  are  at  a  minimum. 

G.  Criminal  Case  Involvement 

Advocates  may  not  provide  advocacy  services  to  a  client  specific  to  a 
criminal  case.  At  all  times,  advocates  shall  refer  SAFEPLAN  clients  to  the 
victim  witness  assistance  program  of  the  local  district  attorney's  office  to 
address  criminal  matters.  The  advocate  may  work  with  the  district 
attorney's  victim  witness  advocate  to  provide  specific  advocacy  for  the 
209A  case. 

H.  Long-term  Counseling 

Advocates,  even  those  with  counseling  degrees,  may  not  provide 
counseling  or  therapy  to  SAFEPLAN  clients.  Advocates  must  refer  clients 
with  counseling  or  therapy  needs  to  counseling  services  outside  the  scope 
of  SAFEPLAN. 
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I.       Media  Involvement 


Advocates  may  not  make  comments  to  the  media  regarding  a  SAFEPLAN 
client,  a  particular  SAFEPLAN  case,  or  the  SAFEPLAN  program  in 
general  without  prior  approval  from  MOVA  and  the  host  program.  Any 
media  requests  made  of  an  advocate  must  be  reported  to  the  SRC,  the 
host  program  and  the  FVPSM  immediately.  Advocates  may  only  provide 
the  media  with  published  SAFEPLAN  materials. 

J.       Legislative  Lobbying 

Advocates  may  not  lobby  any  member  of  the  legislature  for  funding  for 
SAFEPLAN  unless  specifically  authorized  by  the  Executive  Director  of 
MOVA.  Advocates  may  not  represent  themselves  as  SAFEPLAN  affiliates 
when  lobbying  for  SAFEPLAN  or  other  issues  unless  specifically 
authorized  by  the  Executive  Director  of  MOVA. 

K.      Accumulated  "Flex  time" 

Accumulated  "flex"  time  given  by  the  host  program  and  subsequently  used 
by  the  advocate  may  not  interfere  with  court  coverage  and  advocate 
supervision. 


SAFEPLAN  Program  Manual 
86 


SECTION  8:  SAFEPLAN  VOLUNTEERS  AND  INTERNS 


8.1  Screening  and  Interviewing 

All  SAFEPLAN  volunteers  and  interns  are  subject  to  the  screening  and 
interviewing  procedures  of  the  host  program.  In  order  for  host  programs  to  make 
decisions  regarding  volunteer  and  intern  status  that  reflect  the  collaborative 
nature  of  the  SAFEPLAN  program,  host  programs  shall  adapt  their  volunteer 
recruitment  and  training  procedures  and  adhere  to  the  following  guidelines: 

A.  Collaboration  with  SRC 

■  Inform  the  SRC  of  dates  of  volunteer  trainings; 

■  Inform  the  SRC  of  wishes  to  have  interns  prior  to  internship 
commencement; 

■  Work  with  the  SRC  to  recruit  volunteers  and  interns; 

■  Give  the  SRC  an  opportunity  to  interview  potential  SAFEPLAN 
volunteers  and  interns,  if  the  SRC  so  desires; 

■  Seriously  weigh  the  considerations  of  the  SRC  regarding  volunteer  and 
intern  status;  and 

■  Inform  the  SRC  of  the  final  screening  and  interviewing  results. 

B.  General  Guidelines 

■  Recruit  and  select  volunteers  and  interns  who  reflect  the  diversity  of 
the  clients  the  SAFEPLAN  program  serves,  including,  but  not  limited  to 
ethnic  diversity  and  bi-lingual  volunteers  and  interns; 

■  Recruit  and  select  volunteers  and  interns  who  are  qualified  pursuant  to 
the  SAFEPLAN  job  requirements; 

■  SAFEPLAN  volunteers  and  interns  are  subject  to  the  host  program 
agency  policy  regarding  the  amount  of  time  an  advocate  must  be 
removed  from  an  abusive  relationship  before  participating  in  court 
advocacy; 

■  Conduct  a  criminal  background  check  and  contact  references  of 
potential  volunteers  and  interns. 

8.2  Personnel  Policies 

All  SAFEPLAN  volunteers  and  interns  are  subject  to  the  personnel  policies  of  the 
host  agency.  Additionally,  SAFEPLAN  volunteers,  interns  and  host  programs 
must  adhere  to  the  following: 
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A.  Conditions  of  Volunteer/Intern  Status 

Volunteer/intern  status  as  a  SAFEPLAN  advocate  is  contingent  upon 
successful  completion  of  the  domestic  violence  training  from  the  host 
program  and  the  SAFEPLAN  training  and  certification  process.  The  SRC 
shall  inform  the  host  program  whenever  a  volunteer  or  intern  fails  to 
successfully  complete  SAFEPLAN  training  and  certification  requirements. 
Volunteers  and  interns  must  remain  proficient  in  court  advocate  to  comply 
with  their  level  of  certification.  The  SRC  may  recommend  that  the 
volunteer  or  intern  be  removed  from  SAFEPLAN  service. 

B.  Time  Contract  and  Commitment 

SAFEPLAN  volunteers  and  interns  are  subject  to  a  time  contract  and 
commitment  that  includes,  but  is  not  limited  to  the  following: 

■  Availability  during  hours  the  court  is  open; 

■  Minimum  of  a  six  month  commitment  (may  be  waived  for  interns);  and 

■  Performance  of  4  hours  of  advocacy  per  week. 

C.  Performance  Evaluation 

Host  program  may  conduct  performance  evaluations  on  each  volunteer 
and  intern.  If  performance  evaluations  occur,  the  senior  advocate  and  the 
SRC  shall  be  given  an  opportunity  by  the  host  program  to  provide  input 
regarding  the  delivery  of  SAFEPLAN  services  and  quality  of  job 
performance.  The  performance  evaluation  will  review  a  volunteer's  or 
intern's  strengths  and  will  also  identify  ways  to  improve  job  performance. 
If  a  volunteer's  or  intern's  performance  evaluation  is  unsatisfactory,  the 
SRC  may  recommend  to  the  host  program  that  corrective  action  is  taken 
or  disciplinary  action  may  be  taken,  up  to  and  including  termination  of 
service. 

D.  Resignations 

SAFEPLAN  volunteers  and  interns  must  give  the  notice  required  by  their 
respective  host  program  when  leaving  their  volunteer  position.  Host 
programs  shall  provide  the  SRC  with  this  notice  as  soon  as  they  receive  it. 

E.  Termination 

SRCs  and  senior  advocates  may  make  recommendations  to  a  host 
program  whether  or  not  to  terminate  a  volunteer  or  intern.  It  is  expected 
that  the  host  program  shall  seriously  weigh  the  concerns  of  the  SRC  when 
terminating  a  volunteer  or  intern  is  recommended.  The  ultimate  decision  to 
terminate  a  volunteer  or  intern  rests  with  the  host  program. 
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F.       Exit  Interview 


Prior  to  departure,  interns  and  volunteers  may  meet  with  the  senior 
advocate  and  the  SRC  will  meet  to  conduct  an  exit  interview  to  discuss  the 
status  of  the  SAFEPLAN  program  in  that  particular  court.  The  exit 
interview  is  also  an  opportunity  for  the  intern  to  provide  constructive 
feedback  about  the  SAFEPLAN  program  and  the  ways  in  which  the 
program  might  be  improved. 

Roles  and  Responsibilities 

A.  Objective  of  SAFEPLAN  Volunteers  and  Interns: 

The  objective  of  SAFEPLAN  volunteers  and  interns  is  to  provide 
comprehensive  direct  court  advocacy  services  to  victims  of  domestic 
violence  who  come  to  court  seeking  protection  from  abuse.  To 
accomplish  this  level  of  service,  volunteers  and  interns  must  provide 
professional,  empathetic  services  for  domestic  violence  victims,  maintain 
strict  standards  for  client  confidentiality,  and  work  closely  with  the  SRC, 
the  senior  advocate,  others  advocates,  the  host  program,  court  personnel 
and  the  victim  witness  program  of  the  district  attorney's  office. 

B.  Service  Requirements 

■  Attend  domestic  violence  training  of  SAFEPLAN  host  program; 

■  Thorough  knowledge  of  dynamics  of  domestic  violence; 

■  Knowledge  of  legal  issues  affecting  victims  of  domestic  violence;  and 

■  Demonstrated  ability  to  work  cooperatively  with  other  professionals. 

C.  Boundaries  and  Professional  Conduct 

Volunteers  and  interns  must  maintain  appropriate  and  professional 
boundaries  at  all  times.  Volunteers  must  only  perform  duties  within  the 
confines  of  their  SAFEPLAN  service  responsibilities. 

At  all  times  volunteers  and  interns  must: 

■  Promote  empathy,  understanding  and  respect  for  victims  of  domestic 
violence  and  SAFEPLAN  clients; 

■  Act  as  role  models  with  skills  in  systemic  advocacy  and  conflict 
resolution; 

■  Never  publicly  denounce  or  discredit  other  professional  individuals  or 
institutions  with  whom  the  advocates  work;  and 

■  Appear  in  professional  attire. 
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D. 


Boundaries  and  Professional  Conduct  When  Working  with  Clients 


Volunteers  and  interns  are  responsible  for  maintaining  professional 
boundaries  when  working  with  clients.  These  duties  include,  but  are  not 
limited  to: 

■  Maintain  boundaries  of  confidentiality; 

■  Avoidance  of  working  on  cases  that  may  remind  them  of  any  personal 
history  of  abuse  in  a  way  that  would  be  an  obstacle  to  providing  quality 
service; 

■  Avoidance  of  becoming  overly  involved  in  their  client  cases.  Volunteers 
and  interns  shall  make  appropriate  referrals  to  other  professionals  to 
provide  services  beyond  the  services  SAFEPLAN  is  intended  to 
provide; 

■  Avoidance  of  entering  a  client's  home  and  accepting  invitations  of 
hospitality  or  engaging  in  other  social  activities; 

■  Avoidance  of  entering  into  friendships  or  dating  relationships  with 
clients  (former  and  current),  defendants  (former  and  current),  or 
members  of  clients  and  defendants  (former  and  current)  families  from 
their  client  caseload;  and 

■  Avoidance  of  disclosing  personal  history  of  abuse  or  other  personal 
issues  to  clients. 

Host  programs  may  impose  stricter  boundaries  than  those  listed  above. 
E.      Confidentiality  Policies 

The  confidentiality  policy  includes,  but  is  not  limited  to  the  following: 

1.  General  Policies 

■  Volunteers  and  interns  shall  become  familiar  with  the 
protections  and  limitations  of  M.G.L.  Chapter  233,  Section  20K; 
and 

■  These  policies  apply  to  both  oral  and  written  client 
communications. 

2.  Working  With  Clients 

Volunteers  and  interns  will: 

■  Inform  victims  of  the  limitations  of  confidentiality. 

■  Be  aware  that  confidential  communications  may  be  jeopardized 
by  the  presence  of  a  non-confidential  third  party; 

■  Keep  confidential  any  information  obtained  about  any  person 
who  receives  services  from  a  SAFEPLAN  employee  or 
volunteer;  and 
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■    Not  discuss  any  details  about  a  SAFEPLAN  client's  case  where 
others  can  easily  overhear. 

3.  Exceptions 


SAFEPLAN  volunteers  and  interns  are  required  by  law  to  release 
client  information  confidentiality  in  specific  circumstances  such  as: 

■  child  abuse; 

■  elder  abuse; 

■  abuse  of  a  disabled  person; 

■  homicide; 

■  suicide. 

SAFEPLAN  volunteers  and  interns  must  inform  clients  that 
communications  taking  place  in  front  of  a  non-confidential  third 
party  are  not  privileged  communications  and  the  written  court 
records  and  oral  communications  documented  in  court  proceedings 
are  public  documents  except  where  directly  protected  by  law. 

SAFEPLAN  volunteers  and  interns  must  adhere  to  other 
confidentiality  policies  governed  by  their  respective  host  program. 

SAFEPLAN  volunteers  and  interns  must  inform  clients  of  their  duty 
of  uphold  these  mandates  and  policies. 


4.  Personal  Safety 

SAFEPLAN  volunteers  and  interns  will: 

■  Keep  identifying  information,  home  phone  numbers,  home 
addresses  of  themselves,  other  employees  and  volunteers 
confidential,  including  SRCs; 

■  Assess  their  own  risk  in  providing  services;  and 

■  Seek  assistance  from  supervisors,  court  personnel  and  law 
enforcement  as  needed  in  situations  where  one  party  becomes 
verbally  or  physically  menacing. 

5.  Receiving  Supervision 

SAFEPLAN  volunteers  and  interns  will: 

■  Use  discretion  and  refrain  from  using  a  client's  name  to  the 
greatest  extent  possible,  when  discussing  a  case  with  a 
supervisor;  and 

■  Obtain  a  signed  release  from  the  client  if  necessary  to  discuss 
the  case  with  the  SRC. 
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6. 


Working  with  Other  Professionals 


SAFEPLAN  volunteers  and  interns  will: 

■  Not  reveal  to  anyone  who  is  not  employed  with  the  host 
program  the  identity  of  a  SAFEPLAN  client; 

■  Provide  other  professionals  with  information  on  a  need  to  know 
basis;  and 

■  Obtain  a  signed  release  from  the  client  if  necessary  to  discuss 
the  case  with  professionals  outside  of  SAFEPLAN. 

7.  Paperwork  and  Record  Keeping 

SAFEPLAN  volunteers  and  interns  will: 

■  Keep  all  client  files  in  a  locked  cabinet  in  a  safe  and  secure 
area; 

■  Engage  in  objective  record  keeping  procedures  which  refrain 
from  documenting  information  that  could  be  potentially 
damaging  to  clients;  and 

■  Never  take  client  files  out  of  the  SAFEPLAN  office  unless 
transporting  them  between  the  host  program  and  the  court. 

8.  Releasing  Client  Information 

SAFEPLAN  volunteers  and  interns  may  only  release  client 
information  if  and  when  they: 

■  Receive  prior  written  consent  obtained  in  advance  from  the 
client; 

■  Inform  the  senior  advocate,  the  SRC  and  the  executive  director 
of  the  host  program  when  an  outside  agent  requests 
SAFEPLAN  or  court  records  pertaining  to  a  SAFEPLAN  client; 
the  advocate  will  also  refer  the  client  to  an  attorney  in  such 
cases; 

■  Obtain  specific  authorization  from  the  executive'  director  of  the 
host  program  to  release  client  information; 

■  Use  a  release  form  that  requests  specific  information  and  the 
purpose  of  the  requested  information; 

■  Use  a  release  form  that  is  time  limited;  meaning  that  information 
up  to  a  certain  date  may  be  released;  and 

■  Use  a  release  form  that  is  signed  by  both  the  client  and  the 
advocate  or  volunteer  releasing  the  information 
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F.       Direct  Service  Responsibilities 


Volunteers  and  interns  are  responsible  for  providing  direct  services  to 
SAFEPLAN  clients.  These  duties  include,  but  are  not  limited  to: 

1.  Screening  clients  for  abuse 

Volunteers  and  interns  must  screen  potential  clients  for  eligibility  for 
SAFEPLAN  client  services. 

2.  Providing  general  support  to  clients 

Providing  general  support  to  clients  includes,  but  is  not  limited  to 
the  following: 

■  Expressing  concern  for  the  physical  safety  of  the  client; 

■  Respecting  the  client; 

■  Empathizing  with  the  client's  situation; 

■  Supporting  the  client  by  reducing  self-blame; 

■  Using  the  empowerment  model  to  allow  clients  to  make  their 
own  decision; 

■  Explaining  the  dynamics  of  abuse; 

■  Leaving  the  door  open  for  victims  who  need  services  more  than 
one  time; 

■  Listening  to  the  client's  history  and  needs;  and 

■  Avoiding  harmful  assumptions. 

3.  Safety  Planning 

Volunteers  and  interns  must  complete  a  comprehensive  safety  plan 
with  SAFEPLAN  clients  they  assist.  The  safety  plan  is 
individualized  for  each  client  and  consists  of  ways  for  the  client  to 
remain  safe  in  different  situations.  Some  examples  include,  but  are 
not  limited  to: 
Remaining  safe: 

■  With  or  without  the  batterer  in  the  same  residence; 

■  While  assisting  children  to  remain  safe; 

■  While  awaiting  service  of  the  protective  order; 

■  While  the  protective  order  is  in  effect; 

■  If  the  protective  order  is  not  granted; 

■  During  a  violent  episode;  and 

■  While  preparing  to  leave. 

Additionally,  volunteers  and  interns  shall  make  every  attempt  to 
review  the  comprehensive  safety  plan  with  each  client  that  is 
located  in  the  SAFEPLAN  brochure.  If  time  is  a  factor,  the 
volunteer  or  intern  must  take  measures  to  complete  a  safety  plan 
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that  takes  into  consideration  the  immediate  safety  needs  of  the 
client  (where  the  client  is  going  after  court,  where  they  will  stay  that 
night,  etc...)-  Volunteers  and  interns  shall  inform  the  client  of  the 
option  of  calling  the  SAFEPLAN  host  program  to  have  another 
advocate  complete  the  comprehensive  safety  plan  at  a  later  date  or 
time. 


Volunteers  and  interns  must  always  develop  a  safety  plan  with  a 
SAFEPLAN  client  whether  or  not  the  client  chooses  to  pursue  the 
protective  order  or  chooses  to  receive  SAFEPLMM  services.  If  a 
client  refuses  to  undergo  safety  planning  with  the  volunteer  or 
intern,  the  volunteer  or  intern  must  document  this  in  the  client  file. 


4.       Conducting  needs  assessments 

Conducting  a  needs  assessment  for  clients  includes  the  following 
steps,  but  is  not  limited  to: 

1 .  Helping  clients  determine  eligibility  for  a  protective  order; 

2.  Helping  clients  determine  whether  or  not  a  protective  order  is  a 
viable  and  safe  option; 

3.  Assisting  clients  in  identifying  risk  factors  considering  their 
situation; 

4.  Acknowledging  to  clients  tnat  the  legal  system  will  not  meet  all 
their  safety  and  survival  needs;  victims  may  need  referrals  to 
shelter  or  counseling; 

5.  Assessing  clients'  current  support  systems  and  how  they  can  be 
enhanced; 

6.  Identifying  the  other  community  based  or  criminal  justice 
professionals  working  with  clients  and  how  SAFEPLAN  services 
can  complement  what  is  already  provided; 

7.  Determining  how  a  client  will  contact  services  and  resources  not 
currently  in  the  support  system  to  improve  safety; 

8.  Identifying  any  barriers  such  as  language  that  may  be 
prohibitive  for  SAFEPI.AN  clients  to  seek  services; 

9.  Seeking  assistance  or  intervention  with  the  client's  permission 
from  medical  personnel,  court  security  or  law  enforcement  when 
victim  safety  is  at  risk;  and 

10.  Seeking  assistance  or  intervention  from  court  security  or  law 
enforcement  when  advocate  safety  is  at  risk. 
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5.       Offering  court  advocacy 


Court  assistance  duties  include,  but  are  not  limited  to: 

■  Explaining  the  role  of  a  SAFEPLAN  advocate  and  the  limitations 
of  that  role; 

■  Informing  victims  of  their  rights  and  options  under  the  protective 
order  law; 

■  Informing  victims  of  their  right  to  pursue  a  criminal  complaint  for 
the  abuse  they  describe; 

■  Discussing  the  differences  between  protective  orders  and 
criminal  charges; 

■  Assisting  the  client  in  identifying  and  assessing  the  potential 
consequences  and  risk  factors  involved  in  obtaining  a  protective 
order  or  filing  a  criminal  complaint; 

■  Explaining  the  process  for  obtaining  a  protective  order  and  what 
is  expected  of  them; 

■  Assisting  the  client  with  completing  the  application  forms  for  the 
protective  order; 

■  Helping  clients  deal  with  their  nervousness,  ambivalence  or 
other  feelings  surrounding  the  court  process; 

■  Accompanying  the  client  in  court  for  any  protective  order  related 
proceedings; 

■  Advocating  for  a  client  before  the  judge  if  asked  by  the  court 
and  if  the  victim  so  desires;  and 

■  Informing  the  clients  of  assistance  available  through  the  victim 
witness  program  of  the  district  attorney's  office  if  the  client's 
case  progresses  to  a  criminal  proceeding. 

6.       Making  Referrals 

In  addition  to  providing  a  referral  to  the  local  SAFEPLAN  host 
program,  volunteers  and  interns  shall  provide  an  array  of  other 
referrals.  The  types  of  referrals  provided  include,  but  are  not  limited 
to,  any  or  all  of  the  following  alphabetically  listed  state  agencies, 
community-based  organizations,  or  programs: 

■  Correctional  Facilities 

■  Criminal  History  Systems  Board 

■  Day  Care  Assistance 

■  Department  of  Social  Services 

■  Department  of  Transitional  Assistance 

■  District  Attorney's  OfficeA/ictim  Witness  Program 

■  Emergency  and  Long-Term  Financial  Assistance 

■  Employment  Assistance  Programs 

■  Family  Violence  Resources 

■  Fuel  Assistance  Programs 
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■  Immigrant  and  Refugee  Services 

■  Legal  Services  and/or  Member  of  the  Bar 

■  Mental  Health  Services 

■  Parole 

■  Physicians  or  Hospitals 

■  Police 

■  Probate  Court 

■  Probation 

■  Rape  Crisis  Center 

■  Shelter/Safe  Home 

■  Subsidized  or  Transitional  Housing 

■  Substance  Abuse  Counseling 

■  Victim  Compensation 

■  Visitation  Center 

■  WIC 

7.       Providing  Follow-up  Services 

Follow-up  services  include,  but  are  not  limited  to  the  following: 

■  Making  phone  calls  to  clients  (when  safe  to  do  so)  to  remind 
them  of  date  of  10-day  hearing; 

■  Verifying  with  law  enforcement  or  other  professionals  that  a 
protective  order  has  been  served  on  the  defendant  when 
necessary; 

■  Making  calls  on  behalf  of  clients  to  facilitate  referral  process  with 
the  permission  of  the  client;  and 

■  Making  phone  calls  to  clients  (when  safe  to  do  so)  to  see  if 
further  services  are  needed. 

Court  Security  and  General  Safety 

All  SAFEPLAN  advocates  must  adhere  to  the  following  court  security  and 
general  safety  policies: 

■  Seek  assistance  of  a  court  officer  if/when  a  defendant  makes  or 
attempts  to  make  contact  with  a  SAFEPLAN  client; 

■  Arrange  for  SAFEPLAN  client  to  wait  in  a  secure  area  if  they  are  left 
alone; 

■  Request  escort  services  for  a  victim  to/from  the  SAFEPLAN  office 
to/from  the  courtroom  if  the  need  arises; 

■  Shall  not  provide  escort  services  for  clients; 

■  Contact  the  police  on  behalf  of  a  client  with  the  client's  permission 
when  the  client  expresses  concerns  about  returning  home  or  to 
another  designation;  and 

■  Comply  with  court  security  plan. 
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H.      Court  Coverage 


Designated  court  coverage  must  be  the  volunteer  or  intern's  primary 
responsibility.  Volunteers  and  interns  may  provide  court  coverage  at 
various  courts,  at  one  specific  court  or  may  fill  in  on  an  as  needed  basis  at 
any  court  within  their  region. 

I.       Representation  and  Identification 

At  all  times,  volunteers  and  interns  shall  identify  themselves  as  a 

SAFEPLAN  volunteer  from  (name  of  host  agency).  Volunteers 

and  interns  shall  identify  themselves  as  employees  of  their  respective  host 
program.  Volunteer  shall  not  identify  themselves  as  employees  of  MOVA, 
the  court  or  the  district  attorney's  office. 

J.       Client  Workloads 

A  volunteer  or  intern's  caseload  must  remain  at  a  manageable  level. 
Volunteers  and  interns  are  required  to  spend  adequate  time  with  each 
SAFEPLAN  client  to  conduct  a  needs  assessment  and  comprehensive 
safety  planning. 

K.      Interaction  with  SRC 

Volunteers  and  interns  must  meet  regularly  with  the  SRC.  These 
meetings  include,  but  are  not  limited  to: 

■  Reporting  regularly  to  the  SRC  any  program-related  problems  that 
arise  in  the  court; 

■  Receiving  program  management  oversight  from  SRC;  and 

■  Discussing  court  coverage  schedules  and  conflicts. 

L.       Paperwork  and  Data  Collection 

1.       Collection  of  Data 

Advocates  are  responsible  for  submitting  all  SAFEPLAN  paperwork 
to  the  SRC.  SAFEPLAN  advocates  are  required  to  keep  accurate 
statistical  information  on  each  client  they  serve  through  the 
SAFEPLAN  program.  SAFEPLAN  record  keeping  shall  be 
organized  according  to  SAFEPLAN  client  codes.  The  forms 
developed  by  MOVA  must  be  used.  The  paperwork  must  be 
submitted  regularly  to  the  SRC  who  will  submit  monthly  statistical 
reports  to  MOVA.  SRCs  must  verify  that  statistical  information 
submitted  by  advocates  is  accurate. 
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2.       Maintaining  Data 


All  SAFEPLAN  client  paperwork  must  be  kept  in  a  locked  filing 
cabinet  in  a  safe  and  secure  area.  Advocates  shall  not  take 
SAFEPLAN  paperwork  to  areas  other  than  the  courthouse  or  the 
host  program.  All  paperwork  must  be  completed  in  a  SAFEPLAN 
designated  office.  Individual  client  files  should  be  kept  in  a  manner 
that  assures  client  confidentiality. 

Information  in  an  individual  client  file  may  include: 

■  Copies  of  209A  paperwork  and  affidavit; 

■  Documentation  of  services  rendered; 

■  Types  of  referrals  provided;  and 

■  Other  information  required  by  host  agency. 

M.      Collateral  Activities 

Collateral  activities  may  only  be  completed  when  the  direct  service 
responsibilities  of  the  volunteer  or  intern  are  fulfilled.  Collateral  activities 
include,  but  are  not  limited  to: 

■  Trainings,  workshop  or  conferences; 

■  Roundtable  meetings; 

■  Meetings  at  host  agency;  and 

■  On-call  hotline  hours. 

N.      Attendance  at  Meetings 

Volunteers  and  interns  may  attend  host  program  staff  meetings  and  other 
meetings  requested  by  the  host  program  so  long  as  these  meetings  do  not 
interfere  with  the  delivery  of  services  to  SAFEPLAN  clients. 

O.      Beeper/Pager  Hours 

If  a  volunteer  or  intern  is  requested  by  the  host  program  to  carry  a  pager 
the  time  requested  to  do  so  should  only  be  during  times  when  the 
volunteer  does  not  have  regularly  scheduled  court  coverage. 

P.      Training  and  Education 

All  volunteers  and  interns  must  attend  and  complete  the  SAFEPLAN 
training  and  certification  process.  Volunteers  and  interns  may  also  attend 
other  trainings  and  educational  seminars  that  directly  relate  to  the 
volunteer  or  intern's  duties,  domestic  or  sexual  violence  or  the  SAFEPLAN 
program  mission  so  long  as  these  trainings  do  not  interfere  with  regularly 
scheduled  court  coverage. 
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Q.  Collaboration 


Volunteers  and  interns  may  work  in  collaboration  with  the  SRC,  host 
program  executive  or  program  directors,  advocates,  other  volunteers  and 
interns,  court  personnel  and  district  attorney's  victim  witness  assistance 
staff.  Volunteers  and  interns  may  collaborate  with  the  above  mentioned 
professionals  and  others  for  various  meetings  or  projects,  such  as  the 
regional  domestic  violence  roundtable  or  trainings. 

R.      Subpoenas  or  Civil  Suits 

Any  SAFEPLAN  volunteer  or  intern  who  is  the  subject  of  subpoena  or  a 
civil  suit  related  to  SAFEPLAN  services  must  inform  the  FVPSM,  the  SRC 
and  the  host  program  immediately.  The  FVPSM,  the  SRC  and  the  host 
program  must  be  also  informed  of  any  cases  where  a  SAFEPLAN  client's 
records  are  the  subject  of  a  subpoena.  SAFEPLAN  volunteers  and  interns 
may  not  act  upon  a  subpoena  themselves.  The  handling  of  such  cases  will 
be  determined  on  a  case  by  case  basis  in  accordance  with  the  policies  of 
SAFEPLAN  host  programs. 

S.      General  Responsibilities  of  SAFEPLAN  Volunteers 

The  general  responsibilities  of  volunteers  and  interns  include,  but  are  not 
limited  to: 

■  Adhering  to  confidentiality  policies; 

■  Maintaining  SAFEPLAN  paperwork  and  other  required  paperwork  or 
statistical  forms; 

■  Adhering  to  the  SAFEPLAN  Program  Guidelines;  and 

■  Acting  upon  all  other  reasonable  requests  from  the  SRC,  the  senior 
advocate,  or  the  host  program  in  accordance  with  program  guidelines. 

Supervision  by  Senior  Advocates 

Regularly  scheduled  supervision  must  occur  for  the  volunteer  or  intern. 
Supervision  shall  be  structured  as  follows: 

1.  Receive  guidance  from  senior  advocate  while  completing  the  training 
and  certification  process 

■  Observe  senior  advocate  or  court  advocate  in  court  where  they  will  be 
stationed  working  with  clients  during  shadowing;  and 

■  Ask  general  and  case  specific  advocacy  questions  of  senior  advocate 
while  shadowing. 

2.  Meeting  regularly  with  the  senior  advocate 

Volunteers  and  interns  shall: 
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■  Inform  senior  advocate  of  their  supervision  needs; 

■  Inform  senior  advocate  of  specific  case  related  matters  they  wish  to 
receive  supervision  on; 

■  Contact  senior  advocate  on  an  emergency  basis  if  a  particularly 
difficult  case  arises;  and 

■  Inform  senior  advocate  of  all  services  provided  to  clients. 

Prohibited  Activities 

Certain  activities  are  prohibited  for  SAFEPLAN  volunteers  and  interns.  No 
volunteer  or  intern  may  engage  in  the  following: 

A.  Legal  Advice 

Under  no  circumstances  shall  a  volunteer  or  intern  give  legal  advice  to  a 
SAFEPLAN  client  or  SAFEPLAN  staff  on  behalf  of  a  client.  Volunteers 
and  interns  shall  not  at  any  time  negotiate  with  the  attorney  of  a 
SAFEPLAN  client  or  a  defendant's  attorney  in  a  SAFEPLAN  case. 
Volunteers  and  interns  must  work  under  the  philosophy  that  clients  are 
informed  of  their  legal  rights  and  options,  but  that  clients  choose  their  own 
course  of  action. 

B.  Providing  Services  to  Friends,  Acquaintances  or  Relatives 

Volunteers  and  interns  must  avoid  providing  SAFEPLAN  services  to 
friends,  acquaintances  or  relatives.    In  circumstances  when  a  friend, 
acquaintance  or  relative  comes  to  court  to  request  services  the  following 
steps  shall  be  taken: 
The  volunteer  and  intern  shall: 

1 .  Explain  to  the  client  that  volunteer  and  intern  advocates  are  prohibited 
from  offering  services  to  friends,  acquaintances  or  relatives; 

2.  Call  a  back-up  advocate,  host  program  staff  member  or  volunteer; 

3.  If  back-up  is  not  available,  ask  a  victim  witness  advocate  to  assist  the 

client; 

4.  If  a  victim  witness  advocate  is  not  available,  ask  court  personnel  for 
assistance;  and 

5.  Ensure  that  other  staff  provides  follow  up  services,  up  to  and  including 
accompaniment  to  the  10-day  hearing;  and 

6.  Assist  clients  only  when  above  steps  are  followed  or  if  requested  to  do 
so  by  a  judge. 

Additionally,  volunteers  and  interns  should  not  provide  services  in  cases 
where  the  defendant  is  a  friend,  acquaintance  or  relative.  Volunteers  and 
interns  shall  adhere  to  the  same  procedures  listed  above  in  such  cases. 
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Volunteers  and  interns  who  are  bi-lingual  may  assist  persons  known  to 
them  provided  that  they  serve  only  as  a  translator  for  the  services  another 
advocate  is  providing. 

C.  Mediation 

Volunteers  and  interns  are  prohibited  from  conducting  mediation  services. 
This  includes,  but  is  not  limited  to,  requests  from  judges  or  court 
personnel.  In  situations  when  a  volunteer  or  intern  is  to  provide  mediation, 
the  volunteer  or  intern  shall  follow  these  steps: 

1.  Politely  inform  the  judge  that  mediation  is  strictly  prohibited  by  the 
SAFEPLAN  program  guidelines  manual. 

2.  Suggest  an  alternative  plan,  such  as  waiting  until  the  parties  have  legal 
representation. 

D.  Failure  to  Conduct  Safety  Planning  with  Clients 

Volunteers  and  interns  must  always  develop  a  safety  plan  with  a 
SAFEPLAN  client  whether  or  not  the  client  chooses  to  pursue  the 
protective  order  or  chooses  to  receive  SAFEPLAN  services.  If  a  client 
refuses  to  receive  their  assistance,  it  shall  be  documented  in  the  client's 
file. 

E.  Violations  of  Client  Confidentiality 

Volunteers  and  interns  may  not  at  any  time,  under  any  circumstances 
willfully  violate  client  confidentiality. 

F.  Escorting  Clients 

Volunteers  and  interns  may  not  provide  any  escort  services  directly  to 
SAFEPLAN  clients  outside  of  the  confines  of  the  courthouse.  Volunteers 
and  interns  shall  not  escort  clients  to  their  homes,  vehicles  or  to  other 
public  places  where  security  measures  are  at  a  minimum.  If  a  volunteer  or 
intern  supervisor  determines  that  a  volunteer's  or  intern's  role  in  a 
particular  case  is  a  safety  concern  the  supervisor  may  remove  the 
volunteer  or  intern  from  the  case. 

G.  Criminal  Case  Involvement 

Volunteers  and  interns  may  not  provide  advocacy  services  to  a  client 
specific  to  a  criminal  case.  At  all  times,  volunteers  and  interns  shall  refer 
SAFEPLAN  clients  to  the  victim  witness  assistance  program  of  the  local 
district  attorney's  office  to  address  criminal  matters.  The  advocate  may 
work  with  the  district  attorney's  victim  witness  advocate  to  provide  specific 
advocacy  for  the  209A  case. 
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H.  Long-term  Counseling 

Volunteers  and  interns,  even  those  with  counseling  degrees,  may  not 
provide  counseling  or  therapy  to  SAFEPLAN  clients.  Volunteers  and 
interns  must  refer  clients  with  counseling  or  therapy  needs  to  counseling 
services  outside  the  scope  of  SAFEPLAN. 

I.  Media  Involvement 

Volunteers  and  interns  may  not  make  comments  to  the  media  regarding  a 
SAFEPLAN  client,  a  particular  SAFEPLAN  case,  or  the  SAFEPLAN 
program  in  general  without  prior  approval  from  MOVA  and  the  host 
program.  Any  media  requests  made  of  a  volunteer  or  intern  must  be 
reported  to  the  SRC,  the  host  program  and  the  FVPSM  immediately. 
Volunteers  and  interns  may  only  provide  the  media  with  published 
SAFEPLAN  materials. 

J.       Legislative  Lobbying 

Volunteers  and  interns  may  not  lobby  any  member  of  the  legislature  for 
funding  for  SAFEPLAN  unless  specifically  authorized  by  the  Executive 
Director  of  MOVA.  Volunteers  and  interns  may  not  represent  themselves 
as  SAFEPLAN  affiliates  when  lobbying  for  SAFEPLAN  or  other  issues 
unless  specifically  authorized  by  the  Executive  Director  of  MOVA. 
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